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APPENDIX A: Administrative
Order No. 28
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(Including the Order and Designation of Agency Liaison)




OFFICE OF THE MAYOR

Office of Admuimstration
250 BROADWAY, NEW YORK, N. Y. 10007
Telephone. 566-6767

TIMOTHY W. COSTELLO. Deputy Mayor, City Admunstrator

ADMINISTRATIVE ORDER NO. 28

To

All Agencies May 24, 1971

From ¢ Timothy W. Costello
Deputy Mayor-City Administrator

Subject: Consolidation of Citizen Action, Information
and Complaint Services

Pursuant to directive of the Mayor, the Mayor's
Action Center and the Mayor's Office for Volunteers have
been mergei under the jurisdiction of the Office of
Administration. Also under the auspices of this office
will be the Information and Reference Manual (IRMA)
system, thus consolidating the citizen action, informa-
tion and complaint operations under one unified office.

I. 1In order to effectively implement this
reorganization, and to provide the most efficient
services for the citizens of New York, I have
instructed the director of the IRMA system to maintain
a current directory of all City agency services and
functions, including nature of services offered, office
locations, telepl.one numbers, hours cf operation,
eligibility requirements and procedures for receiving
the services available.

Each agency and department under the
jurisdiction of the Mayor is hereby directed to provide
this office with the above information, on such forms
as the director of the IRMA system may provide, and
shall keep this information current to within thirty
days of any change in services, office hours or
locations, eliagibility requirements or procedures or
telephone numbers.




ADMINISTRATIVE ORDER NO. 28 May 24, 197%
Page -~ 2 =~

The head of each agency shall designate
one person to maintain the accuracy of all information
reported into the IRMA system, and shall report the
name of such delegate on the attached form.

II. I have directed the Deputy City
Administrator for Management Analysis to maintain a
constant review of the pesttern and nature of requests
fer information and citizen complaints, and, upon my
direction, to initiate such actions as may be necessary
to insure that the public receives accurate information
with regard to rights and services and that cimplaints
are dealt with in an efficient and expediticus manner.
In this time of fiscal stringency these areas asSume
even greater importance to the preps:r admiristration
of the City government and the well-being of our citizens.

The consolidation of these activities
has already resulted in economic savings to the City,
while insuring the maintenance of important services.
I appreciate your cooperation in the continued develop-
ment of these programs.

—.
\‘““*L1 lO-LLLngQAJ
Timothy W. Costello
Deputy Mayor-City Administrator

Attachment

A-3
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OFFICE OF THE MAYOR
O uf Adiniastiatinn
250 BROADWAY, NEW YUORK, N ¥V 10007

Tolephone  S66 G107

TIMOMIEY W COSTELLOQ, Degputy Mayor, City Adrunists adue

DESIGNATION OF AGENCY LIASON FOR INFORMATION REFERRAL

To: Timothy W. Costello Date:
Deputy Mayor-City Administrator

From:

(Name of Agency Head)

(Title)

(Name of Agency)

In accordance with Administrative Order #28 dated May 24, 1971,

I hereby designate

’
(Name of Designee) (Title)

as this agency's liason for information referral purposes (IRMA system).

(Signature of Agency Head)

Designee's Phone:

Office Address :

MOA/IRMA 1 (5/71)
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APPENDIX 8: Survey of Other Systems
IRMA Survey

Alliance of Information and Referral Systems
Computerization Survey
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APPENDIX B: Survey of Other Systems
1. IRMA Survey

(Survey included on-site visits, exchange of
correspondence, literaturs and staff interviews.)
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lo'

11.

12.

13.

Call for Action, WMCA, 888 Seventh Ave, New York, New
York 10019.

Child Welfare Informaticn Service, Inc., 126 Bast 31
Street, New York, New York 10016.

Citizens Advice Bureau, Manchester, England, London,
England.

Community Council of Greater New York, 225 Park Avenue
South, New York, New York 10003.

Community Information System Easter Seal Society of
Washington, 521 Second Avenue, West Seattle, Washington
98119.

Comprehensive Health Planning Agency, Health Services

Administration, 250 Church St., New York, NY 100013.

Department of Community Development, Humar Resources
Administration, 250 Church St., New York, NY 100013.

Guidance Information Sys tem, Institute for Rescarch

and Development in Occupational Education, City
University of New York, 1411 Broadway, New York, NY
10018.

HSIS of Iancaster County Community Services Center,
630 Janet Avenue, Lancaster, Pennsylvania 17601.

Human Services Coordination Project, 1332 Brown
Education Center, Louisville, Kentucky 40202.

Information Center of Hampton Roads, 500 Plume St.,
Norfolk, Virginia 23510.

Information and Referral Center Study,InterStudy,
123 East Grant St., Minneapolis, Minnesota 55403.

Information and Referral, New York City Department of

Mental Health and Mentul Retardation Services, 93

Worth St- = I'R iUUL). "”
/

B-3




17.

180
190

20.

21.

22‘

23.

Information and Referral Service, Health and Welfare

Council of Central Maryland, Inc., 200 East Lexington
Street, Baltimore, Maryland 21202.

Information and Referral Service of Los Ange® _~ niy,
Inc., 621 South Virgil Ave., Los Angeles, C "o V005,

ISIS Survey Project, Community Service Council of Metro-
politan Indianapolis, Inc., 615 North Alabama Street,
Indianapolis, Indiana 46204.

Mayor's Action Center, Mayor's Office, City Hall, New
York, now York 10007.

MICRODOC, 815 Carpenter Lane, Philadelphias, Pennsylvania.
Neighborhood Information Centers Project, % Cleveland

Public Libraries, 325 Superior Avenue, Cleveland, Ohio,
44114.

Neighborhood Information Service Centers Committee, New
Jersey Welfare Council, 312 West State St., Trenton, New
Jersey 08618.

Neighborhood Social Service Information System, Office
of Neighborhood Government, 51 Chambers St., New York,

New York 10007.

New York City Regional Center for Lifelong Learning, Pace
University, Pace Plaza, New York, New York 10038,
Office of Community Services, Department of Sccial Services,

250 Church St., New York, New York 10013.

Philadelphis Model Cities Community Information Center,
¢204 N. Broad Street, Philadelphia, Pennsylvania 19132.

Project SEARCH, University of Southern California, School
of Medicine, Los Angeles, California 90033, .
Regional Information Srstem , Chattanooga Area Regional
Council of Governments City Hall Annex, Chattanoogea,
Tennessee 37402.

Southern Tier Central Regional Planning and Development
Board, 53% Fridge St., ﬁorning, New York 14830.

B-4
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Statewide -Information and Referral System, Georgia
Department of Human Resources, State Office Building,
Atlanta, Georgia 30334.

United Way of America, 801 North Fairfax Street,
Alexandria, Virginia 22314.

Wisconsin Information Ser ~e, 55 North Dickinson St.,
Madison, Wisconsin 5370
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APPENDIX B: Survey of Other Systems

2. Alliance of Information and Referral Systems
Computerization Survey
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THE ALLIANCF, OF INFORMATION AND REFERRAL SYSTEMS

COMMITTE ON DATA COLLECTION, RESOURC . CLASSIFICATION, COMPUTERIZATION

RESULTS OF COMPUTERIZATION SURVEY

May 1, 197h

Committe Members:

Amelia B, Barnard Tom Deahl
Gloria Duday Gary Fisher
Carmen J, Moore Michael P, Speciale

Jack Parker, Chairman




NO

ARIZONA RYSPONSE

NONE
PLANNED

COMPUTER
OP¥RATTONAL

Infarmation and Referral Service D
of the Community
Phoenix, Arizona 85014 i

CALIFORNIA
Easter Seal Society = Merced County
-Merced, California 95340

Information and Referral Servics of
Los Angeles County, Inc.
Los Angeles, California 90005

San Francisco Consortium x
San Francisco, Californias 94105

CANADA
Community Information Center
Vancouver 9, British Columbia

COLCRADO

Mile High United Way Commnity Services .
Dept. Information & Refsrral Ssrvice !
Denver, Colorado 8020k

GONNECTICUT

Commnity Answers
Oreenwich, Connecticut 06830

Info Line, Cormunity Council of the
Capitol Region
West Hartford, Connscticut

Information & Referral/Travelers Aid
New Haven, Connecticut 06511

Information and Rsferral Service X
Putnam, Connecticut 06260

Computer
. Planned

Computer
Planned




NO
FLORIDA RESPONSE

NONE
PLANNED

COMPUTER
OP*RATIONAL

Dade County Citizen's Information X
and Service Program
Miami, Florida 33130

Happiness House Rehabilitation
Center, Inc,

Sarasota, Florida 3358

I & R Service of the (o mmunity

Planning Counc:?
Jacksonville, i"lorida 32204

Information and Referral System
Clearwater, Florida 33516

GEORGIA

Dept. Of Human Resources -City of Athens
Athens, Georgia 30601

HAWATY

Volunteer In‘ormation & Referral Svc. X
Honolulu, Hawaii 96817

IDAHO

Information & Referral Servi~e, Inc,
Boise, Idaho 83702

1L, INOIS
Commnity Referral Service-Inforration X
Center for the Aging
Chicago, I1linois 6060k
Information and Referral Service of X

Rock Island County
Rock Island, Illinois 61201

B-9
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3. ';‘
! : l

. NO * NONE "COMPUTERR |
TILLINOIS (cont.) ' RESPONSE PLANNED | OPERATIONAL,

!

Service Access lystem X
Peoria, Illinois . 4

Voluntary Action Center of Rock ’ X
-Island and Scott Counties
Rock Island, I1linois 61201

INDIANA
Community Service Council of : \ _Computer
Metropolitan Indianapolis Planned

Indianapolis, Indiana L620k o
104

Information and Referral Center X
Des Moines, Iowa 50315

KANSAS
Medical Service Bursau X
Wichita, Ransas 67211

KENTUCKY

Crisis and Information Center X
Louisvilles, Kentucky L0202

Haman Service Coordination Project X
Louisvills, Kentucky L0202 .

LOUISIANA

]

Volunteer & Information Agency
New Orleans, Louisiana 7012}

B-10
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MAINE NO NONE
R%SPONSE PLANNED

COMPUTER
OPERATIONAL

Greater Portland Human Resources
Alliencs
Portland, Maine ~L111

MARYLAND

Ir "orriation & Referral Service X
Ba*imore, Maryland 21202

Montgomery County L4-C Council X
Rockville, Maryland 20850

MASSACHUSETTS

United Conmunity Services X
Boston, Massachusetts 02108

MICHIGAN ] ‘
City of Flint Human Relations Comm. X
Municipal Center
Flint, Michigan L8502

Community Action House X
Holland, Michigan L9423

Oakland County Volunteer Bureau, Inc. X
Birminghsm, Michigan L8010

United Committess
Highlanud Park, Michigan 18203

Voluntary Action Center X
Saginaw, Michigan L8602

Commnity Information Service X
Déiroit, Michigan L8201

MINNESOTA

Community Information & Referral Service
Mimneapolis, Minnesota  55L0Ok

B-11
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NO NONE
MIMNESOTA (cont) RESPONSE PLANNED

%

|
|

. COMPUTER

1
i
t
|
!
i
}

:Lopmnomn

Hemnepin County Welfare Dept,
Minneapolis, Minnesota 55415

MISSOURI

‘Information and Referral Service
St. Louis, Missouri 63101

Voluntary Action Centar - X
Mstropolitan Infarmation
Kansas City, Missouri 64108

NEBRASKA

Lincoln Information Service for ' X
the Elderly
Lincoln, Nebraska 68508

NEd JERSEY

Scrip « a Service of the New Jersey
Commitiee far the Developmentally Retarded
Convent Station, New Jersey 07961

Unitesd Way of Essex & West Hudson I & R X
Seirvices Voluntary Action Center
Neviark, New Jersey 07102

NEW MFTTCO

Community Council of Albuquerque, Inc X
Albuguerque, New Mexico 87103

New Mexico Easter Seal Society X
Albugquerque, New Mexico 87108

NE YORK

Project IRMA
Office of the Mayor
New York, NY 10007

*
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[

'NO 'NONE | COMPUTR
NORTH CAROLINA RESPONSS ' PLANNED OPERATIONAL

HELP - Information & Referral Sve, X
Asheville, No, Carolina 28801

Cormunity Information <ervice X
Cleveland, Chio L4115

ek e e A o ———— = v

Community Irfcrmation Service b 4 ;
Lake County dealth & Welfars Council :
Mentor, Ohio LLOGO

Baster Seal Society for Crippled X
Children & Adults of Ottawa County
Graytown, Ohio 43432

Information and Referral Service X
Hamilton, Ohio L5011

Information Counseling and Referral ’ X ' ) '
Service

Toledo, Ohio L360L

Information, Referral and Planning Ctr, - Computer
Toledo, Onhio L3624 . Planned
Referral & Information Service X

Canton, Ohio  LU4T20
OKLA: IQMA

Information and Kaferral Servics of X
Community S»rvice Council
Tulsa, Oklshoma  7h119

PENNSYLVANIA

Council for Human Ssrvice X
Harrisburg, Penn, 17101

B-13




§ '
i I
I NO NONE COMPUTER !
PENNSYLVANIA (cont) 'RESPONSE  PLANNED  |OPERATIONAL'

Family Service & Children's Aid So. | ' X ]
0l City, Penn, 16301 - ' .

Information Raferral & Voluntsar Sve. .
Lancast~r, Penn, 17603 , ' '

Community Informstion & Refsrral Service f
Health & Welfare Council, Inc. ' ) ;
Philadelphia, Psnn, 19103 : f
! ' |

1

SOUTH DAKOTA

So. Dakota Easter Seal Society
Information Service
Pierre, South Dakota 57501

TENNESSEE

Information Referral Service
Memphis, Tennessee 38111

Information & Referral Center
Chattanocoga, Tennessee 37411

TEXAS

Easter Seal Society for Crippled Child-
ren & Adults of Grayson County
Sherman, Texas 75090

Information and Referral Cammunity Welfare
Council
San Antonia, Texas 78204

Information Referral -~ Community Council
of Greater Dallas
Dallas, Texas 75202

Information & Referral Service Community
VWelfars Planning Association
Houston, Texas 77002




, NO , NONE
UTAH RFSPONSE _ PLANNED

|

' COMPUTTR

i
4

' OPFRATTONAL!

Span
Salt Lake City, Utah 8L115
WASHINGTON

Army Community Service X
Fort Lewis, Washingbon  98L33

Community Information System

Seattls, Washington 98119

Crisis Clinie, Inc, X

Seattls, Washingbon 98105

Information and Referral Service of ) ¢

Clark County
Vancouver, Washington 98660

WASHINGTON, D. C.

Call for Action, Inc. X
vashington, DC 20036

Dept. of Psych, Res, Office
VWaltsr Reed lledical
Washington DC 20012

Job Corps, Manpower Administration X

U.S. Dapt. of Labor
Washington, DC 20506

WEST VIRGINIA

Information & Referral Bureau of Ccmmunity X
Council of Kanzwha Valley, Inc.
Charlestown, W, Virginia 25330

WISCQSIN

Wisconsin Information Servic- X
Ashland, Visconsin 54806

B-15
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. NO ' NONE COMPUTR |
' ' |
Wisconsin Information & Referral X ; ‘

Damonstration Project-Div, on Aging
Madison, WVisconsin 53703

Wsconsin Information Service 5 X
Milwaukee, Wisconsin 53203

VIYOMING i

Wyoming Information & Referral Sve,, Inec, . Computer
Cheyenne, Wyoming 82001 _ Planned

B-16




APPENDIX C: Use of Referral
Information

(Speech presented to the Prison Reform Task Force
May, 1971 by Rae Brooks, Director, Project IRMA.)
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USE OF REFERRAL INFORMATION

Identifying the problem. Not always as easy as it sounds.
Suppose a person tells you he needs money. Instead of looking up
places to obtain loans, free meals, welfare maintenance and the
like, perhaps the next step would be to ask him why. You may find
that he has a senile parent or grandparent to support, a handi-
capped child to deal with, an unconscionable rent to pay, and/or
is out of a job. These, while not easy problems of solution, can
be dealt with in terms of resources and facilities to handle those -
problems. In other words, don't accept the problem at face value,
until it is defined as well as possible.

Multiple problems/interrelated problems. Few problems
come singly. Particularly among the poor (are there many rich
pecple in jail?). One problem area is often contingent on another
-- housing may be limited due to drug addiction, employment prob-
lems due to lack of education and so on. In other woids try to
ascertain the dimensions of the problem to be with and try to as-
sign appropriate priorities.

Identifying the client. One of the ways of seeking to
help someone and specifically the way IRMA is set up to help, is
by finding out what is unique about the client. One often forgets
that there are services for which only veterans are eligible.
There are special pregrams for blacks, particularly in the area of
scholarships or training courses. Spanish speaking people often
feel excluded by reason of their language difficulty, whereas in
fact there are agencies with no nther goal than to lend all kinds
of aid to Puerto Ricans. By extension the same is true for Haitians,
Chinese, immigrants, religious groups and so on. Other forms of
identity might include age or borough.

Try not to second guess an answer or stay in the rut of
appealing only to those agencies you already know. This information
tool (IRMA) is meant to be asked a question, to be used when a
problem has been isolated. Specifically IRMA will not be of use if
you ask it the answer -- it is designed to be asked questions. To
take an example. If you try to look up the Mayor's Committee on
the Exploitation of Workers, you will not find it. If you look for
garnished salary (the Worker's problem) you will find the Mayor's
Committee under it.

Watch out for falling into the trap of thinking that in-
formation can solve all problems. The fact that the correct place
for someone to go has been found does not mean that the facility
is necessarily a panacea. Similarly watch out for being dragged
into the role of counselor where it is inappropriate or dangerous;

B I“,
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it is an easy trap also. One feels sympathetic, one wants to

give advice, but an information referral worker ought more properly
to be using that same energy to exploit the information tool to
send someone to that place which can offer expert advice, whether
it be in the field of law of family or personal counseling.

The role of information referral worker may include several
levels which the worker may want to distinguish from each other.
The first, obvious level is that of a simple, single referral.

The referral is given to the paerson, his question is answered, and
off he goes. On the other hand there is the advocacy role. The
worker may frequently opt for this one depending on the dimensions
of the problem, and, equally important, the resources of the client
-- is the client able to face a long subway ride, equal to dealing
with the bureaucracy by himself, already been iv the place selected,
but was turned away for some reason which intervention can change"
How much of a follow-up will be made and many other questions will
effect how involved the worker 18 or becomes. It is, however,
something to be aware of.

The point of having information tools to work with is to
check the buck-passing routine. You have the means of stopping
that discouraging, defeating, endless round of telephone calls
(remember the subway ad that says you can't call a lawyer if you
don't have a dime?) -- a round that is frequently abandsiicu while
the problem remains unsolved. You have the means of demonstrating
that someone carss and will do his best to stick to that problem
until it is solved. Remember, knowledge is power, and when you use
ihat knowledge or share it, you've imparted some of that power to
those who need it most.
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APPENDIX D:

Directory Tesiing

1. Location of Test Sites




LOCATIONS OF IRMA I TEST UNITS

1. Community Locavions

South Bronx Fedsration

Neighborhood Youth Diversion Project (South Bronx)
Brookdale Hospital Center (E. New York-Erownsville, Bklyn)
Kings County Hospital Centor (E. New Yorl, Brookl
Langston Hughes Comnunity Library (Corona, Queens
Brooklyn Youth in Action (3edford-3tuyvesant, Brooklyn)
Model Cities Child Development Center (Bklzn ilodel Neighborhood)
Harambi Prep Coum. Experimental High 3chool (Harlem, Manhattan)
Riverdale Press/Urban Task Forde (Bronx)

Highbridse Urban Action Task rforce (UATF) (Bronx)

South Bronx UATF

Upper _oncourse UAT# (Bronx)

Co-op City UATF (3ronx)

Fordnen=-Tremont UATF (Brcwx)

Morriaania UATF (Bronx)

West 3ronx UATF

Forest Gould Community Service Genter (Bronx)
Bedford-Stuyvesant UATF (Brooklym)

Brownsville UATF (Brooklyn)

East New York UATF (Brooklyn)

Flatlands UATF (Brooklyn)

Fort Greens UATF (Brooklym)

Bushwiclk UATF (3rooklyn)

South Brooklm UATF

Bay Ridge UATF (Brooklyn)

Eest Fiatbush UATF (3rooklyn)

South Side Mission (Brooklyn)

Hamilton Grange UATF (Brooklyn)

Yower Mannattan East UATF

Washin; ton Heights UATF (Manhattan)

Corona UATF (Queens)

Maspeth UATY (Queens)

Urban Action Task Force lMobile Unit * 1

2. Government 0ffices

Board of Education

NYC Commission on iuman Rights
Department of Social Services
Health Services Administration
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Human Resources Administration

Housing and Development Administration (Central Cumplaint unit)

Housing and Development Adm. (Rent lMaintenance Office)
Mayor's Office of Administration

Mayor'!s kction Center

Model Cities Administration (Central Office)
Municipal Reference and .iesearch Center
0ffice of Neighborhood Government

Executive Office of the Mayor

NYC Washingtoam Office

President of the City Council

Majority Leader of the City Council

Borgugh Preaident of the Bronx

of Brooklyn
" " of Manhattan
" n of Queens
" " of Staten Island

3. Community Service Organizations

Community Council of Greater New York




RIC

IRMA I

2.

APPENDIX D:

Field Reports
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Directory Testing
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SUMM:RY (Intcrviews 8/31-9/1k, 12 sessiona with 8 comrunity and 4 central agencies)

1.

2,

3.

L.

Se

There was seen, by both community and central office locations, a need for
IRMA in its present and planned form,

The loose-leaf form was vicwed as a creferred tool as it was less cumbersome,
much more familiar and not reiuiring decisors as to where it should be physically
placed in a particular office as compared to the roolodex sets now in uses

As "enablers," the userr felt that they needed telerhone numbers that would go
beyond the public, gcneral-information numbers usually presented in directories

of this types A few reqiests were made for specific names and titles along with
specific numbhers,

Travel expense, travel safety, travel time, accountability and distrust of the
bureaucratic, middle-class, cdowntown agency were offered as arguments in favor
of listings on a local basis, Listings by a particular topic or service were
also suggested,

Major subject areas men‘ioned for special TRMA consideration were housing,
employment, education, welfare aud btealth services,

COMMENTS

1,

2¢

3.

Consideration should be given to establishment of some procedure that would
enable TRMA to draw upor the recommendations, additional listings and quality
of services and program: listed as seen by the users of TRMA,

Pe, the quality of services, the point raised by Mr. Villegas of South Side

ission as to the listing of a service which is offered, but not available.
desires some consideration along with the standards by which a listing in

IRMA will be made. The sucess of TRMA may be determined, especially the local
directories, on the availability, quality and viability of the listing in addition
0 the quantity of listings,

In many respects, IRMA is similar in content to less ambitious and less
authoritative programs, In addition to already stated advantages tv IRMA, new
directions can be considered, One was suggested by Mr. Feester of Neighberhood
Diversion Project when he asked for programs and services offered by commnity
minded corporations, institutions not normally listed as prov.ders, In adcition,
the listing of planned progrars as well as already exisiting programs zan be of
great benefit, As Mr. Feester noted, by having available information on housing
projects still in the planned and construction stage can enable him to apply
long enough in advance on beshalf of his clients,
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Agencys Brookdale Hospital's Community Health, Consultation & Education Center
491 Rockaway Avenue

Brooklyn
Date: September 9, 1371

Background: The Rockaway Avenue Center is one of 5 community centers set up by
Brookdale Hospital as part of an expanding community effort which has

seen Brookdale expand from one hospital into a growing medical center type operation,

The office we visted is located in a very large, tastefully furnished, storefront in

the heart of the Brownsville Commnity. (Brownsville being, along with the South

Bronx, one of the most devasted poverty areas in New York City.) This parti: ilar

center specializes in community problems with the emphasis on education and information

on a one to one and group basis, Referrals are an important part of the program with

health problems referred to other branches of the hospital such as their commnity

tutepatient mental health center,

Usage This center has only been open two months and Mrs Essy Wilson, our contact, stated
that IRMA has played the key role in their commnity information program, She
acts as receptionist/intake worker and sits at the front desk with IRMA at her side,
IRMA s used close to 80 timss a week with the sections on housing and employment
getting the meat play. Mrs Wilson stated quite often that she ",..goes to IRMA for
practically everything" and that she couldn't say enough good things about the files,
We enjoyed hearing about the good things, but we-were able to get Mrs Wilson to make,
at least, one or two "negative" comments regarding IRMA., One was that each of the
Brookdale community units could use an IRMA as she does answer questions posed by
staff from these other vnits as well as for her own office's staff. Another was
the hope that the new JRMA might include listings of private doctors, dentists,
pharmacists, etc,who handle medicaid clients. A third point raised by Mrs Wilson
was one that we have heard before, namely the inclusion of that"special" telephone
number instead of the general listing so often found in TRMA, the telephone book and
other directories,

Comments Several patterns have begun to emerge from the various agencies I have
visited to date., Cne is the obvious fact that the use of TRMA depends to
a large extent on the type of agency and the individual responsible for IRMA, For
examcle, Mrs Wilson of Broohdale is relatively new to the community worker field
and beginning with TRMA about the same time she began her Jjob she only uses IRMA,
The more she usi:s IRMA, the more she discovers what IRMA can offer thus reenforcing
her use of IRMA as she goes along., FEddie Villegas of South Side Mission ,which also
serves a poverty area, has built up a certain knowledge of local services coupled
with the presence on his staff of "experts" in particular fields., When a question
comas up that he can't answer, he will refer it to another worker before he will
think of IRMA. Almost everyone I spoke with, no matter what the agency, was not
satisfied with the telephones listed in IRMA. They did not want to offer a client,
or use themselves, a general listing., They wanted a specific individual or title for
a specific problems Furthermore, there is a dual pattern of the need for information
about local services and the need for services bv subject areas. As Mrs Marshall of
the Langston Hughes Library nointed out, people living in a poverty area tend to look
slishtly askance at the big city agency, especially if its located "downtown." With
transportation costs a companion problem, they would prefer staying in their own
neighberhood and dealing with a 1r :al agency, This might differ in more middle
class areas. (Althoush the Day Ridre Task “oree renresentative, Helen Joyce, indicated
that travel time, travel expense and travel danger are also middle class problems. )
Finally, except for Mrs Wilson (and I'm sure she will change in this area) all our
other contacts indicated that they develop their own 1lists of contacts and telephone
nurbers ard local services that are not included in TRMA which prompts the question as
to whether or not a system can be devised to tap this potentially rich source of verified

0 lces - arency 1is*ings. D-7
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Agwneys Langston Hughes Community Library-& Cultural Center (Corona/Fast Elmhurst)
102~09 Northsrn Boulevard
Corona, Queens

Date:t September 9, 1971

Background The Langston Huglies 'ibrary is a commnity library. Funded under a

Federal Community Services program with support from the Queens Borough
Library, it is precented as a cultural and informational center, The director, Mrs,
Marshall is activs with other communitv apencies, is a resident of the community
and portrays the library as a major sesrvice center for the local low-income Black
commnity,.

Usage The library is on a major Jueens artery and occupies a very large storefront,
IPMA is located at Mrs. Marshall's desk along with her own local resource file,
She states that IRMA is used from two to five times a week and she cites the discovery
of an after-school day care program for a local teachter and the listing of various
comminity agenciee ra.w'sl'ed by a radio station as the most recent uses of IRMA,

A great many referrals are made by the library. This’‘service is publicized by Mrs
Marshall as part of her contactis with other agencies, The contacts and the referrals
are mainly on a local basis and Mrs Marshall states that she would prefer information
on a local basis as opposed to city-wide listings. She mentions, as I have noted in
the comments section of the Brookdale interview, the tendency of local residents to
prefer local services. Thus, health problems are usually referred to special
contacts developed at Elmhurst hospital, job problems to the 0,%,0, office across

the street and so on,

Comnents IRMA is viewed here as a file that you use when local sources have been

found lacking, With a low-income population to service, a slight twist to
the familiar "IRMA is not specific enough" complaint was also presented, Heretofore,
the community workers indicated that in dealing with other agencies they needed telephone
numbers and names beyond the general listings provided in IRMA, Possibly because they
wanted something that the general public could not normally find, or as they indicated
"Z@ﬁn desire,as sophisticated and expert workers, to provide an expert an efficient
service. Mrs Marshall stated that general numbers only tend to confuse low=income
people who are not familiar with the tricks of manipulating the agency representatives
they contact and going through the various chains of command. Since directories and
agency contacts are more a middle-class "thing!' the low-income user should have a great
many listings for a particular agency so as to help in getting the right person quickly,
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Agency: South Sides Mission
357 Keap Stree*
Brooklyn

Date: September 9, 1971

Rackground IRMA has been in the South Side Mission since May, 1971, Prior to this

time TRMA, and ¥ddie Villegas, had been part of the local task force
office which has since closed in the wake of the budret cuts. Mr. Villegas is
continuing with the South Side Mission his work as a cormunity worker, The mission
is a funded (from state, federal and local sources) multi-service agency specializing
in employment, housing and welfare prcblems for the local Puerto Rican community.

Usage IRMA, compared to daily task force use, is used quite rarely since it came to

the mission. The chief reason presented was that at the Task 0°fice office
Mr. Villegas had to have information about a lot of di“ferent subjects and he was
the task force office., Here there is a staff of specialists in every field and they
have developed a certain expertise resulting in very little contact with IRMA preferring
to go to the sources they have already developeds These sources, Mr. Villegas clainms,
are for the most part mentioned in TRMA, Turthermore, as specialists the workers
pre“ar snecial information as ooposed to the general listings given in IRMA. The
general listings are fine for the public, the thourht goes, but the community worker
needs more specialized information,

TRMA is located in one of the offices used by the various specialists. (Mr. Villegas
does not have a deske.) The Mission staff have all been told about TRMA and it 1is
supssible to all.

Comments An interesting point raised by Mr, Villegas dealt partially with the quality
of services offered by an agency. Mr. Villegas accepted the fact that a listing
in TRMA would be possible for ik similar agencies performing on vastly different
quality levels., But he was not that accepting of agencies that were listed for which
no service, mainly due to lons waiting lists or in the case of employment services a
lack of Jobs, was available. i/hile he did not feel that the agencies should be rated
by IRMA in terms of quality of service, he did feel that information about availability
of the service should be included,




Agency: Commission on Human Rights
80 Lafayette St
New York City

Date: Septenber 7, 1971

Background IRMA has been placed in agency since April, 1971, The Commission on
Human Rights is charged with investigation of discrimination based on
creed, color, sex and national origin, It serves the city as a whole with problems, mainly
in the areas of housing and job discrimination,brough® before it by a cross section
of the city's population,

Usage We spoke with Mr, William Wells, Director of Special Services and Miss Joyoce
Letohensten, Intake Supervisor and Commission Liason to IRMiA, who both indicated
that IRMA is quite sparingly used, Several reasons for this were offered with the chief
factors being; that the Cormission staff is sophisticated and has a noed to deal with
specific individuals with specific titles in other agencies and this type of information
is not available in IRMA as general telephone numbers are usually provided, that the
Commission on Human Rights has its own staff of legal advisors, housing advisors,
research assistants, etc who are consulted when problems artse, thai the current
physical layout of IRMA makes it too difficult to use and that the city job freese
along with an increasing caseload does not permit the staff enough time to really
get to know and use IRMA,

IRMA was not in any of the two offices we visited (Mr Well's office and Miss Leichensten's
office) and we were told that it was in the community relations section although

the investigative starf would normally be the section to really utilize IRMA, However,

the investigators spend most of their time in the field.

Both Mr Wells and Miss liichensten made several kind remarks about the concept of

IRMA and stated that in a loose leaf form it would be easier to use by their receptionist,
their investigators and other staff members, including themselves, at their desks

without having to walk to one central location,

Comments We recommend that thu.set of IRMA files currently placed in the Commission

on Human Rights, if needed elsewhere, be placed elsewhere, Comments by
Mr. Wells, during our discussion, to the effect tnat "s..maybe IRMA is not useful
to us" prompted us to ask if they would object to us placing IRMA in another agency
that might have greater need for the files, We mentioned that the rollodex files
represented a pilot project stage and that there is always the desire to try to -
get as representative a set of experiences with the files as possible, Mr Wells stated
that they would not object to this as he thought TRMA in its present form may be of
greater use to som= agency in 2 community setting that would deal with a broader:
range of problems, .
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Agency: Human Resources administration {Information and Complaint Service)
38 Worth Strest
NYC

Date: September 1, 1971

Background IRMA has been placed in this office since the winter of 1971, Here it is
used by Mrs, Betty Ball and her staff of seven who provide a referral
and public information service for HPA, The office is located on the street level,
Worth Street side, of the HRA mair office in New York City., The public and HRA employee
alike is encouraged to visit this office, IRMA is quite visible,

Usage Mrs Ball stated that IRMA is used about 10 to 20 times a week and is Just one

of several information manuals that thev use, Their office serves a cross
section of the city's population with all types of complaints and questions coming
across their desks., They are asked to locate HRA employees, help a public assistance
client receive better service from her caseworker, inform the public about the latest
cuts in service and "...do something about those bums on welfare," If a question
about a service arises and HRA does not provide that service than other agencies as
1isted in IRMA would be checked. The aim is to push HRA when possible,

Housing and jobs, along with public assistance, are the major areas of public interest,
Although they do get calls which are referred incorrectly by other city agencies which
also takes up some of their{@®*An example was a referral from the Mayor's Office about
a problem a homeowner had with caterpillars in a tr.-e outside her house,

Mrs. Ball stated that having an IRMA on rollodex files used by 8 staff members who
ar e deskbound is an inconvience. Having to gct up and walk to the files and than
back to the desk ean be bothersome and she was gratified to hear about future plans
for a loose leaf presentation system, IRMA has been publicized throughout HRA.

Corments - None

39



Agency: Bay Ridge Task Force
621 B86th Street

Brooklyn

Dates August 31, 1971

Background Agency occupies 1 room in ground floor of Department of Sanitation
building, IRMA prominently displayed in the large task foroe office
and has been in use since 5/71, We spoke with Helen Joyce, Task Force Assisitant who

stated that she and the 12 or so unit chairmen use IRMA, IRMA is used at lsast once
a day.

Usage IRMA is used, primarily, to meet the needs of the local community which is
mainly white, lower-middle class homeowners, The elderly also are a major
source of questions, The housing area, for both groups, are an important concern,
The recent rent control changes prompted ssveral Qquestions while civil servioe
retirement and soning regulations for pigeoms highlighted the most recent use of IRMA,

Ms., Joyce stressed the need for information on a local commnity basis, The fact that
she was able to find, with the aid of IRMA, a local Consumer Affairs office and a

branch office of an established soﬁal work agency was very important to her, She’
hoped that this area would be emphasized in the "new" IRMA, The Question of travel time,
travel expense and,lately, travel danger have made it more important than ever to

have knowledge of local services.

No unfavorabls comments were made regarding the mechanics of using IRMA, Ms. Joyce
found it quite easy to use and she stated that, at times, individual task force
mexbers use the files without any problems, IRMA has been publicized although there
is a difference of opinion between the citizen task force chairman who sees IRMA as
an "in" thing to be restricied to staff use while other chairmen prefer to encourage
community use of IRMA.

Comnte IRMA helped with the pigeons, but was weak on civil service retirement,
according to Helen Joyce, Housing problems was a recurring theme throughout

our interview, She did mention the increasing questions in the enviromental area

and that some of these groups that she contacted did not seem t¢d have a staff, I was

particularly struck with the limited use of IRMA, but I had the impression that the

summer months were a slow season and that "business" should pick up in the fall,
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Agency: East Flatbush NAP
5002 Church Avenue
Brooklyn

Date: August 31, 1971

Background IRMA has been used since L/71 by the East Flatbush NipP wvhilch occupies

a suite of offices above the ground store level on Church Avenue, IRMA
has been placed on the window ledge of one of the back offices and is not readily
seen by NAP visitors. We spoke with Paul Weinberg and Dave Frons, Community Workers,
who state that they, and members of the Flatlands Task Force which sharex office
space, are the prime users of IRMA,

Usage Paul states that IRMA is used about 25 to 50 times a day with questions of local

interest receiving the most play. Housing and related problems seem to be of
major interest to those seeking their services. What to do about rats in a house and
hew- to gzet a tres planted on the block were the most rezent questions asked.

Both Paul and David were quite emphatic in their praise of TRMA, Theyithought that it
was the best resource guide of its type that they had ever used, They were bothered,
however, by the fact that many of the listings in IRMA for agencies that they deal
with were of the general information type. That is, they wanted specific numbers

-ty they could call to get information instead of having to deal with several
difierent people in an agency before they could have their problem solved. David

was unhappy about having to deal with clerks in these agencies who are often unable

to telp and only give them another number to call, They wondered if along with
specific telephone listings specific names could be listed although in the same

breath they noted “hat agency personnel changes occur quite rapidly.

Trsy also were interested in more local listings especially in the private sector.
They felt that when there is a private and public agency performing the same function,
the privggp agency is really the one to call. The calls they do make are, 'or the

nost part,Ato meet the needs of the lower-middle class changing neighberhood that they
SeYrve,

Comments The changingcharacter of this neighberhood is important. Crime prevention is

a major concern, With 4‘wo senseless killings (Bohack manager and candy store
0 0er who did not have apple pie) within 8 blocks of the NAP office, the agency has been
utite busy working with the community and concerned individuals, Meeting the needs of
the area's residents, particularly the elderly, has become more important.

averad of The

I sort .0 question theA2S to 50 times a day use of IRMA, but I don't question the
probler of common telephone numbers and complaint numbers that are given ty nany
ajcncies rir references I would agree with Mr, Weinberg who pointed out that IRMA .
list~ %-lephone numbers and that the users of IRMA have to deal with people and that's
rften - cre problems start,
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Agency: Office of the Borough President - Brooklyn
Brooklyn Borough Hall

Dates November 1, 1971

Background While IRMA has been in the Brooklyn Borough President's Office for some

time, it evidentally has not been used at all, At least, it has definitely
not been used in the past six months as was borne out in our interview with Mr, Paul
Markowitz, newly appointed commnity relations assistant to the borough president.

Usage All this is about to change according to Mr. Markowitz, His Job will be mainly
to serve as an information ‘and referral p - on to whutever orgamization or -
individual that calls requesting help of some ki This is a new service and will be
announced shortly. At the present time, he is pre ..ring himself for this role by
getting together the resource materials he will need, H: be@}ves that IRMA will be
the major source of his information. To that end we spent the major portion of our
interview instructing Mr. Markowitz and his secy, Mrs. Sand, in the use of the IRMA.

Mr, Markowitz stated that he had been doing this type of work for the borough president
before, but now organizations such as the local community planning boards will be

informed of his service. He sees their office receiving many of the same type of calls
that are received by the task force offices (E.g. sanitation problems, welfare, housing)

We also discussed with him the new TRMA and left with him the work sheets for his
office to be filled out as a representative from the Brooklyn boro president's office
did not attend the meeting with Dr, Costello.

Cormments We intend to follow-up this meeting with a call in a month or so to see how
Mr, Markowitz is getting along.
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Agency: Office of the Prenident of the Zity Council
City Hall

Date: Noverber 5, 1971

Background IRMA has been in the office of the City Council President for

several months and was designated for by use the council president
and intcrested councilmen,

Usage We spoke with Mise Julie Marenzhi, Tecy to Council President Garelick and
she informs us that she ji1~* hasr't haa the time to put the IRMA set to

usees It is, at present, in t.e ccrner of her office just outside council president’

Garelick's office, Her plan was %0 use the TRMA as an aid in answering many of the

calls, questionc and complaints that regularly come in to the office, IRMA was to

.have bzen used by herself and ano*her.secrretary, but neither have had time to train .

with the files. 1In addition, Miss Marerghi stated that she still plans to use

TAMA and would like to place it outside her office near the press room, However,
securily ic another mattor and she mentions come vossible problems with the City
Hall newspaper staff which she fears will take some of the cards out of the file,

Comments Very simly, it does not anvear that TRMA will be used to any great
extent, but it is guestionable if any attemt should be made to remove

the set from the City Council Presicent's office, Misc Marenghi was quite ecstatic

about the notentials of T°Mi and asked to be kept up to date about the time schedule

for the new IRMie

We discussed with Miss Marenghi the poesibility of including the members of the
City Council in ITM1 and <he stated that listings, similar to that of the green
huok, would seem appropriate, Ohe added that some council members have offices
ihere they meet with constituents repularly, Carter Durden, for example, has

a storefront or two tha* nrovider service= much like the ctorefronts of the
corzmunity corcevations,

s »
A curren’ office and home addresc Tile of tne coucil merbers wae provided.
A




Agency: Office of the Bronx Boro President
Bronx County Court House
Bronx

Date: November 16, 1971

Background: IRMA has been with the Bronx Boro President for over a year and has been
in use since that time,

Usage We met with Ed Perlmutter, Assistant to the Borough President, who stated that IRMA

has been, used in several contexts,  Most recently, it has been in a mobile unit
that is used to handle citizen complaints and citizen information, With the colder
weather coming on, TRMA will be mcved indoors again as part of a citizen information
servicee.

Mr. Perlmitter indicated that TRMA has been helpful in providing that "extra" service.

With mnst of the inquiries of the kind easily handled by their representatives without

IRMA, there does, however, come up that need for a service that goes beyond the general
scheme, That special drug program, that employment program and so on, Most of the
telephone numbers contained in IRMA are of the general information variety, Mr. Perlmutter
indicated, and he felt that he and the other assicstants needed special numbers, In addition,
the physical properties of IRMA limits its use to the office in which it is located.

Besides Mr. Perlmutter, only a few reople are trained in its use and greater publicity

about IRMA might, he felt, be a task for him to consider,
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Agency: Office of the Queens Rorough }rasident
"mien To%e 1nd “u oene W10
*u- :ns

Cate: HNovembar 19, 1571

Backeoround TIRMA has been In this office for close to a year and had been placed in
the office of the borouch Enrineer,

Usage TRMA had been used rarel-, if at all.

Comments ith most of the calls corins into this office dealing with potholes and sewers,
there was little need for TRMA, In addition, Mr. Yorghese, Assistant to the Boro

President stated that call:z in particular service areas are not handled by one complaint

of fice, but are routed to a particular administrative assistant or official with responsibility

for that particular area of service. Thus, several IRMAS, with special sections for these

assistants would be needed,

TMr. Morghese, graciously offered to return the TiMAs for possible use by another agency.
We accepted his offer, However, he saw i need for TRMA in the future and in his comments
we a;aln saw a pattern that has heen s¢-n in other agencies,

One factor that has emerged in our travels is the narticular needs and expertise of the
potential IRMA user, We have noted, in the past, that men like Mr. Morghese, with expertise
in city affairs and specialized needs, have developed their own contacts and files that

go beyond the general information listing of IiMA, Yet, up to Wnow, a great many of the
old IPMis were placed in the care of such men, I see this a rescult of the fact that there
are only 50 TRMAs, they are massive and they were expensive, Thus, by the very nature of
the TR¥A acquisition experience, they ended up as the responsibility of possibly the

"wrong" person, Also, the fact that IR™MA as a project was under the Office of Neighberhood
Covernment, might have resulted in tco many IRMAr going to toc many of the same type of
governsental bodies,

Another factor that I noted that has been mentioned before deals with the physical
proverties of the old TRMA, It is big and as become, in many offices, rooted to one
soot, It only serves, it seerms, those necole within its particular sphere, It becomes
the nroperty of tha: office rather than the agency in which the office is located,

A third factor deals with narcotic information, Poth Mr. Morghese and Mr, Kramer (Richmond
rP office) indicated a need for narcotic information for fuiure nrograms. I have noted that
along with day care, narcotics information is an area that mizht be worth considering as
a sorcial sutject area. It is, 2lon- with day care, an "in" s'bject and one that crosses
inccie, eographic and other boundaries. 'ioreover, an TPMA associate piece may lie in the
publishine of a great rany special subject directories such ac a narcotics or day care
dircctory that will reach more than the potential T2MA publications, Perhaps, these subject
b diveeurrie v ne osold ar distributed free to cltizens of MNer York directly.
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Agency: Oifice of the Statén Island Borough President
Borough Hall
Richmond

Date: November 19, 1971

Background TRMA has been in the Staten Island Boro President's office for close to a
year and, according to Mr, Walter Kramer, Assistant to the Borough President,
it is used at least seven or eight timecs a week,

Usage. -Mr. Krarer is in charge of commnity relations for. the boro president with speéial

interest in the work of the community planning boards and citizen's complaints.
The IRMA file is in his office and while, like other experienced city employees, he has
developed his own 1ist of contacts and a great deal of exvertise in dealing with citizen
problems that go bevond the scope of IRMA, he admits that he still finds the service a
great help. For instance, most recently he had to look up how one would get the brass
plate on a ptatie in an-intersection cleaned on a regular hasis, Also information on
narcotics programs was also helpful.

Mr. Kramer noted that the Staten Island Borough president's office is required to perform
services bejond those performed by the other borough president offices. He states that
this is due to the "parochialism" of the borough, its small population size and the fact
that many citizens deal directly with the officials responsible for providing a particular
service. As did his counterparts in the other boroughs, he bemoaned the lack of powers

of the borough president under the revised charter and pointed particularly to the sewer
problems in Richmond which are particularly acute as an examole of an area that had been
the responsibility of his office before the new charter, but now is centralized and much
more difficult to relate to the nceds of the citizens.

Mr, Kramer was extensive in his nraise for IRMA and felt that it would be & worthwhile
service, He saw the use by the community planning boards as a particular service that
IRMA could perform,

Corments As far as Staten Island is concerned, I do not see the need for a series of

directories to go beyond the city-wide or borough-wide stage, While there are
L CPDs, only two of them have, at the present, any extensive ponulation, The rest are
vacant lands, golf courses, cemetaries, etc. In fact, T estimate that the overwhelming
majority of the island's services for the citizens are located within a three square
mile area.
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Agency: Kings County Hospital, Office of Public Affairs and Commupmication
"B'" Building, 451 Clarkson Avenue
Brooklyn

Date: December 13, 1971

Background IRMA has been with KCH since 6/71 and has been used primarily
by the Public Affairs section to provide support to their information

staff. It is moved about regularly from the public affairsoffice to the main
information desk and to the community advisory board office where it is
used by about four people on a regular basis to answer the questions of
patients and interested citizens: The Public Affairs and Communications
office is primarily a public information office with a planned expansion in
the area of community service.
Usage We spoke with Mr. Godfrey Jacobs, Public Affairs Director, who stated

that KCH is in the midst of an expansion program and as soon as he
could be sure as to where he would physically be located, than he could plan
for a more effective use of IRMA. At pfesent, IRMA is used about 10 times a
week with the areas of housing, welfare, employment, and health services
receiving the most attention. Sections on sickle cell anemia, lead poisoning
and UIB have had particular interest lately. A recent 'success' story for
IRMA would be the finding of a boarding school for a disturbed youth whose
family was.: looking for a home that had strong orthodox Jewish ties.

Mr Jacobs saw a great deal of use for IRMA, particularly in a loose-leaf
form. He had planned to publicize the current files paying particular

attention to the r~ ds of the social service staff. With over 400 people
currently involved in social service and non-medical support services, the
availability of a less cumbersome directory would add greatly to this staff's
ability to function. While he did not see the need for all 400 people having a
new IRMA, he did see about 50 of these people using IRMA on a regular basis.

Comments With KCH serving large areas of Brooklyn with a definite low-income,

or for that mattey no-income population as its majority population,
there again was presented the need for more information on a local basis.
Concurrent with that was the desire on the part of the "helping person" to have
more than just a general telephone number.
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Agency: Department of Soclal Services (Research)
250 Church St
NYC

Date: December 9, 1971

Background IRMA had been nlaced in the Department of Social Services (Research Section)
less than twc months ago as an aid in their prevaration of a major
reorganization progranm, )

Usage TRMA has becn used continuously, with alrmost a sense of urgency, since arriving
in the Rescarch Section, Under the rlanred reorgauization orogram for the
Deaartment- of Sccixl Services, the city -vill be divided up into absut 4O "Human Rescurce
Districts" with bouncaries corresn-nding to Torrmunity "Vanning Tistricts or combination
of CPDs. Each of these FFDs will have a community service team which will provide,
among other services, an information and refe ral vrogram, Each Community Service
Team in these HRDs will therefore need as mu.-. information as possible on existing
orograms, services, facilities, etc, An IRMA, either in Stage I or the projected

Stage IT form would ideally meet the DSS need, Howsver, because of time and other
elements, this is not poscible so the Research Section has been given the task of
putting together Directories for each of their districts until IRMA is available,

IRMA is the major source of Department of Social Services information for this
program as noted in our interview with I!Miss Rosalie Bernstein of the Research
Section staff, ''e were in-rm=d that the VRA information service, PROSER, was
unequal to the task and that many of the other dircctories that have been
considered as source material do not meacure up to the caoabilities of the old
IRMA; the lack of updating roti-ithstanding,

In fact, meetings with IRMA staff and N3S Community Service Personnel, including iiss
Pat Pettiford, Director of Research, 155, res"lted in the stationing of a DSS staff
member in the IRM: office to unc some of our updatud material for their program,

Cumments IRMA usage here is parely one of research. 'ith the research by DSS to

result in s directory similar to TRMA, it is surely a duplication of some
effort and a waste of a whole lot of other effort. ''hen established, however, the
CSS teams will vertainly be a fertilc ground for not only the ner- TRMA, but Just as
important, a fertile source of material or local services. As a referring agency, the
CSS teams will be able tc provide information on new services and how effective these
services are to the user,
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Agency: Washington Heights Task Force
3958 Broadway
NYC

Date: September 23, 1971

Background Task Force serves 5 distinct Manhattan commnities with a wide range

of client populations with a large variety of problems, IRMA has been
with this office for close to three years.

Usage We met with Mr, Jordan Linfield, Task Force Director and 3 of his assistants,
They mentioned that the major problem areas for the commnity are welfare

and housing and that additional information on services in these areas are always

appreciated, However, we were confronted with a situation that we have met

before when speaking with experienced agency representatives., Namely, that the

telephone numbers and agency in“ormation they desire is not, they felt, contained

in IRMA's present forme Mr, Linfield stated that "Trma is very good for the

new guy..o.the offbeat client He and his chief assistant added that they had

built up over the years many contacts which they tended to utilize when dealing with

individual problems, However, many of their current activities dealt with

coordinating community group activities and the individual problems were left

to their two newest workers, These workers stated that they did not use IRMA too

much simply because IRMA was in the front office and their desks were in the back,

As we talked it was decided to move IRMA to the back nearer to their desks. They

mentioned that they realized that there was a need for IRMA in the office, but

the physical act of getting up and walking the whole length of the office to use

it was, frankly, too much of a problem, All seemed interested in the loose-leaf,

CPD format of the propsed IRMA and all hoped that the telephone listings would

Zo beyond the"W0 L=3000 approach" of most general listings,

Comments This was the first in our "second series" of interviews with the emphasis here
on usage to see if the IRMA should be moved to an agency that is required

to submit work sheets for the new IRMA, but has never seen the old IRMA, Mr, Linfield

admitted that TRMA hasn't been used, but he feli, and we agreed, that with the

new location of the files in his office the usage might pick up, It was decided

to check again with the task force in about three weeks and see if the files

should remain.
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Agency: West Bronx Task Force
1£00 Grand Concourse %
Bronx

Cate: October 5, 1971

Background The West Bronx Task Force serves an area that, in recent years, has undergone
a great many changes. Still thought of as a Jewish middle-class commnity,

the area has a large ethnic mix with a large welfare population, The middle-class,

for the most part, has fled to Co-Op City and has left in its place welfare, housing,

senior citizen, sanitation, crime and drug problems, The Task Force Director, Tony Kahn

and IRMA have been in the area since the office opened in July of 1970.

Usage Mr. Kahn turned out to be one of the most enthusiastic IRMA boosters we have met and

e immediately made several suggestions for the proposed loose-leaf manual, Chief
among them was the call for a special "inter-agency" section for use by city employees.
providing community services that would provide these workers with private information so
that they may have an "edge"...a sort of headstart over other community service workers,
This "edge" would be in the form of advance word on such things as proposed day care
centers, housing projects, health department programs; etc. This type of information, he
felt, could be of great help to community board members, task force workers, social
service workers and the like who are often the last to know about piograns planned for
their areas and are often, to their embarasment, confronted and asked to explain these
programs by the very people they are supposed to inform,

In addition, Mr Kahn asked that some consideration be given to providing the IRMA users
with the background information such as sechool catalogs, program announcements and the
like which are often used as *the basis of the IRMA entry. He also hoped that the loose
leal pages would be of a durable raterial able to take hard use,

Mr. Kahn mentioned that his use of IRMA varied as he could go to the files ten times in
one day and than go several days without using TRMA., He finds that he ~onstantly discovers
new uses for IRMA and, most recently, used the files to help a returning Viet Nam veieran
secure £inancial aid from the Hebrew Loan Service. In addition. TRMA was most helpful

in helping a girl locate a mother who had deserted her manyyears ago and in helping

an ex-convict with a series of social service problem.,

On the other hand, Mr. Kahn felt that IRMA should include more information on adult
education courses and that some of the eligibility requirements for various programs
could be spelled out in greater detail,

Cormments It was obvious that Mr., Kahn saw TRMA as a community service tool and his

— c2ll for what is planned as well as what currently exists echoes the feelings

of other corrunity workers. (Tidie Villepas) The importance of advance information to

the cormunity worker cannot be discounted as there is often competition among various
agency percennel for the loyalty of their potential clients. There exists many programs
that duplicate the services of already existing area agencies and the Jobs of the community
werkors often depend on the number of clients they can attract even though it means

atiracting them from other agency programe.and other agencies,
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Agency: Hamilton-Grange
1652 Amsterdam Ave
NYC

Date: October 5, 1971

Background: HamiltonGrange 1o a storefront operation under the sponsorship af the

Housing & Development Agency. It provides Emergency Service for Housing
problems and is a Mayor's Neighberhood Center, IRMA has been in use by Hamilton.Grange
for close to two years,

Usage We met with lMrs Stitt, Director, who 1like many other community workers we have

- -spoken with has developed over ths years her own fils-and set of listings of - - -
programs and agenoy personnel. She calls it her own IRMA and stated that it was necessary,
because of the commnity¥s particular problems to have this type of local file. Drugs

and housing are the major problems in this poor neighberhood. There are also three

large single room occupancy buildings éccupied.by welfare recipients.within a block of

their office adding to the type of inquiries they receive. ILocal listings on drug services,
welfare centers, jobs and schools are needed and she hoped that the new IRMA would provide
this type of information in some detail. For example, the current Department of Social
Service reorgdnization is causirg a -grdat deal of confusion and she felt that explanatory

material in IRMA on what separation, DAB, income maintenance, etc means would be most
helpful.

IRMA has been particularly helpful in providing information on a variety of services
such as summer camps, free medical services and veteran's benefits,

Comments Mrs Stitt, with her "baby IRMA" would be most willing to provide information
on local services not currently listed in IRMA, As mentioned previously,

consideration should be given to an on-going mechanism to secure such information from
IRMA users.
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Agency: Park Slope-South Brooklyn Task Force
46 4th Avenue
Brooklyn, New York

Date: October 27, 1971

Background Task Force office located in downtown Brooklyn area serving the Park
Slope, South Brooklyn, Sunset Park, Bay Ridge and parts of Cobble Hill

and Brooklyn Heights Communities. IRMA has been in this office for some time,

however the community worker, Miss Terry Tanzi, has ¢nly been here for 24 months.

Usage In spie of relative unfamiliarity with IRMA, Miss Tanzi stated that she has
used the files on several occassions, not more thar seven times in seven

weeks. Other people who come in the office have, howevcre, used IRMA. The major
_ 8ubject areas have been health, jobs, welfare and housing. o X
A great deal of our time was spent in .raining Miss Tanzi in the use of IRMA. She
noted that the complexity of the current system almost freightened her on occassion.
She stated that her main problem was probably lack of usage and some problems
with the small, "Jimmy' file. She felt that more up to date information was needed,
especially in the areas of planned projects like day care centers. She mentioned
the problems in the community that recently arose over a planned or, for that
matter, an unplanned day care center that seemingly opered over night. If they had
known about the center before it opened tensions would have eased.
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Agency: Co-Op City Task Force
177 Dreisser loop (Co-Op City)
Bronx

Date: November 16, 1971 .

Background Co-Op City now has LL,000 peonle with an expected total soon to be reached of

60,000, 22% of the people are senior citizens, 28% black and Puerto-Rican,
the majority Jewish and almost all fitting in the middle-income group. The Task Force
has been in operation for a year and Co-Op City has been open since 10/68,

Usage We mat with Mrs Ann Hershkowitz who not only works in C-Op City, but is a resident
in the project as well, IRMA has been in the task force for atout 10 months and

has been used quite sparingiy. 7Tt has only been within the past two months that the -

Task Force has its own cffice, It is in a room that is part of the community center

complex and it is evident that the Task Force, like the rest of Co-Op City is still

in a "shake-down" phase.

Mrs Hershkowitz stated that her main efforts have been in the areas of schools, traffic,
pot holes and transportation. Except for medicaid, there seema to be, so far, little
in the area of individual service, Perhaps IRMA's most recent and helpful use was as
an aid in researching for names of people to write to for jobs for youths as part of a
health council assignment.

IRMA is kept locked in a closet in the main ofrice of the community center which is down
the hall, When a problem that IP*A might solve is raised, if there is time Mrs. Hershkowits
goes to the file,

Comments There seems to be little need, at present, for TRMA in this office. However, I
would delay in taking this set away now unless there is an urgent need elsewhere.

We discussed this possibility with Mrs Hershkowitz and she raised no objection asking

only for time to photostat the IPVA cards so that she would have a file, if needed.

With Co-Op City still in the infant stage and with the Task Force even younger, it may

be wise to see what happens in the weeks to come,
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Agency: Youth in Action (Program Planning)
977 Bedford Avenne
Brooklya

Date: November 24, 1971

Backeround TRMA has been with YTA for several months and that agency, for almost the
sane length of time, has been unable to use TRMA in the manner that they
had planned. The current telenhone strike is seen as the cause of this situation,

Youth in Action is the delegated nover*y agency for the Bedford Stuyvesant area. The
°rogram Planning section is the co-ordinating lLody for the funded groups that are part
of the YIA set-up,

Usage Under the proposed program, a central information service available to the

. funded groups and individual eitizens of the Bedford-Stuyvesant: area is to be
established, Telephone numbers along with publicity about this service is to be
provideds The citizen and the acency could than call the given numbers to ask about the
services in which they are interested, If such a service, such as job information,
narcotics control, family day care, etc. are provided by a YIA agency, than that agency
would be given as the initial referral for the citizen, However, the information center
will not be limited to YTA agencies or to usage by potential YIA clients. Other
services, both in and outside of the cormunity, and all community persons and agencies,
could avail themselves of this YIA program,

IRMA was seen by the program director, Mr, Robert Keitel, as the main source of city-wide
service and facility information., The local information as to available services and
programs is to be provided by YIA and, in particular, thé information team working on
this project. Existing sérvices are to be verified and, from time to time, the section
will canvass the cormunitv in a search for new services and facilities,

As mentioned, *+he telephone strike vhich has delayed the installation of the necessary
phones ha: delayed the installation cf the srogram, 'Jorksrs who are to provide the
service have been trained and are ready to begin the propram, Mr, Keitel indicates that
a Mrs GGeorgia Williams has been trained in the use of the TRMA and will be one of the
service leaders, She has, while awaiting the start of the service, continued to work
with IRMA which is being used currently as a research tool,

Ve have also been informed that if the phone strike continues much longer than the files
will possibly be moved, along with the information center staff, “o another YIA office
in which the YIA community radio statiorn is located.- ' The proFram will begin using that
office's telephones and radio station as a support,

Correnis Under the YIA progran, Project. IRMA would receive certain benefits that are
azreed upon by YIA and Project. TRM4, but are, for the most part, only partially
spelled out by Project IFMA and other current IRMA users, YIA has agreed to furnish on
a regular basis information on not only new programs that they have discovered, but
detailed information on orograns currenrtlv listed in TPMA to which they have :e¢ferred
clients, This information will be in the area of service adequacy with such information
as waiting time, waiting lists, cost of service, treatiment of clients, etc, to be given,
Such an ongoing orogram that go-s vnyond the T°M% vsers requirement to furnish information
about corrections they discover, or the reguirement “hat agencies listed in IRMA notify
Project IRMA about changes in theis liatinrs, can make the various TRMA publications
and services known as a trusted co tunity tool,




Agency: Forrest Gould Service Center
3273 Third Avenue
Bronx

Date: November 16, 1971

Background I[orrest Gould is a etorefront service center dealing in a wise variety

of services tc res .. of the immediate and neighboring area. Low income
families and individuals are the  ary recipients of the services with problems in
the area of welfare, housing, mental hygiene, etc of primar concern. They have had
IRMA since the in_.ption of the IRMA program

Usage The IRMA file is not only displaved prominently but is is worn by use. Mrs Harris,
the program director, was lav’.u 11 her praise for IRMA stating that they use it
every day and that it has not on?- proviued them with referral information, but has served
as an educational tool in a grea. "=y areas. The employment section received particular
praise. ) ’

Mrs Harris echoed many of the comments given us by other TRMA users who have seen the

files as a creative tool for their agency., She merntioned the need for updating, the

need for more information on available local services and facilites, the need to develop
her own file and the need to have more than just general telephone numbers as well as an
idea as to services and facilities that are planned as well as those actually in existence.

Comments It is again evident that succesaful use of IRMA depends on a great many factors,
Ono, as seen by Forrest Gould, is a dedicated leader who is not the only person

using IRMA, Staff members at Forrest Gould are trained in IRMA usage and, what's important,

are encouraged to use the file. Furthermore, we notice that few IRMA users use all the

sections, In fact, there are many sections that a-e rarely looked at, but many times the

payoff tc TRMA users comes when they come up with that specia) card that is Just right

for the client, This is, sort of, an arcument against concentraing information into

only areas of greatest use,




Agency: Community Council of New York
225 Park Avenue South
New York City

Date:. October 27, 1971

Background Community Council is a coordinating body for over 100 member social
work and community service organizations, In addition, it publishes

the prestigious Directory of Health Services once every two years. They have had

the roi.odex IRMA for over a year. ‘

Usage Although we had called Community Council to discuss their use of IRMA, our
meeting became, at their request, a discussion of the new IRMA. We met with

various members of their community information unit including Miss Sylvia Norwalk and

Mrs. Betty Askew editors of the Directory and Martha Seymour, Information Specialist.

We did, however, learn that IRMA is used both as a resource tool for the Commnity
Council, but also as a direct service support for member agencies, Questions on
available community services that come théir way are often answered with the help
of IRMA, In addition, there are calls from citizens regarding services which also
are answered with the help cf IRMA,

Miss Seymour stated that IRMA has been particular helpful in those areas in which
the council does not necessarily specialize, E.g. transportation and enviromental
protection, IRMA is used several times a week by herself and other specialists,
She found the information presented particular helpful as IRMA presented a little
bit more than other directories have done about a particular agency or service.
This "in depth” kind of information makes her work easier., Besides being one of
the few people we've met who have mentioned sections other than housing and welfare
as important areas, Miss Seymour also was one of the few poeple who pushed strongly
for the "how to" and educational content areas. Explanations of laws and licensing
information found in the pilot project IRMA had been most informative,

Our meeting, as noted, dealt mainly with the new IRMA and the effect it will have
on the city. Evidentally, the effect of IRMA on their own operations was an
unmentioned consideration,

“omments: As noted during other meetings with private agency respresentaives that I
have had over the years as a member of city government, there is almost
a severe hunger for information on just what is happenine, This seems particularly
true when the private agencies are in the social work or health field. A simple " - °
explanatior for this seems based on the fact that these agencies serve, in similar
and different ways, the same clients servéd by agencies such as H,R.,A.y DeSeSes
Health & Hospitals, etc. The private agencies continuously have to adjust to the
waves caused by the city agencies. IRMA could very well be such a wave affecting
the resource and refeirral techniques of the council and the member agencies. It was
interesting to note that IRMA was not viewed, so far at least, as competition or as
a threat, but as a welcome support to their servicez. A desire to "educate" and
offers of assistance were sincerely made by Miss Norwalk and her staff, They felt,
and I agree, that they had a lot to offer the IRMA program,
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Agency: Federation of South Bronx Community Organizations
337 Alexander Avenue
Bronx

Date: September 14, 1971

Background The Federation is an organization that seeks to coordinate,
inform and help the various ‘rvice agencies in the poverty-

stricken South Bronx area. Serving am * 7 Puerto Rican, low-income

population, these agencies through a var_ ety of means are attempting to

attack the many problems common to this type of client population. IRMA has

been with the Federation since 5/71 and has been used extensively in a

variety of ways.

Usage We spoke with Miss Vera Vasquez who stated that there are over

200 agencies belonging to the Federation with narcotics, welfare,
housing, education, employment and health as the chief areas of interest.
Miss Vasquez is acting director and she mentioned that the Federation,
besides working as a support to the member ag&ies. acts on its own with
various groups. During the summer, a group of Neighberhood Youth Corps
workers used IRMA as part of a survey of community resources. She is
now about to set up, using volunteer senior citizens, a telephone information
and referral service with TRMA as the source of information. In addition,
IRMA will be publicized extfnsively among the member agencies as another
service of the Federation office.

Miss Vasquez added to the call of other local community workers who called
for more local information. She stated that she can't send people with ". .. their
own frame of reference from the South Bronx to a downtown agency.' She
cited the difficulty that she had in helping a Vietnam veteran who had been
living in an abandoned building and who had great difficulty in dealing with
the Veteran's Administration. She added that ... many of the potential
users of IRMA see the agencies listed in IRMA as part of the bureaucratic
red tape agency that hurts more than it helps.' Local listings in a less
imposing type of file would helo greatly. There was again a call for the
listing of more than general numbers, but at the same time Miss Vasquez
stated that these agecies change location and personnel so often that it is

. lmost impossible to keep up with them.

Comments None
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Agency: Model Cities
2 Lafayette St
NYC

Date: September 23, 1971

Background IRMA has been with this of fice for about 3 months, It is used as an
in-service reference tool for the public and community relations
sections ¢f the model cities operation,

Usage We met with Mrs Daphne Shepard, Director of Community Relations, who stated
that IRMA is not used too often as the type of information they pgenerally

need 1s not in the directories and there is also a feeling that the information is

not, presently, available in a convenient form.when it might be in the directories,

However, there was no discussion of moving the IRMA el:ewhere as we also discussed
with Mps-Shepard the activitios and results of the meeting held last week with

the representatives of the various city agencies that will be providing work sheets
to IRMA, Model Cities was not represented at this meeting and Mrs Shepard would now
be the person providing model cities information to IRMA, The present IRMA would

be useful, she felt, in providing the necessary information to us,
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Agency: Neighberhood ‘i outh Diversion Project
1931 Washington Avenue
Bronx

Date: September 14, 1971

Background The Neighberhood Youth Diversion is part of the VERA project
At this office, a staff of legal workers handle cases referred by

the Probation Office. Children between the ages of 12 and 16 are accepted

and IRMA is used to provide the non=legal support services needed by

the children who almost entirely coine from multi-problem families. IRMA

has been in this office sirce 6/71, 1t is displayed prominently in the office

which was once a masonic temple, and it is used about 10 times a day.

Usage This ni'formation was provided by Mr. Tim Feester who acts as the
resource worker for the rest of the staff. There is a staff of 20 and

the major share of questions come in the area- of jobs, education, welfare,

housing, tutcring, recreation and health. Housing is a particular concern

of Mr Feester who stated that a great service IRMA could provide would

be the listing of housing construction in the planned and not-completed

stages so that the families of the children they serve could make applications

in advance.

Mr Feester was critical of some of the listirse contained in IRMA stating

that while they profess to serve ithe commuwnty, his experience has been

that they are immediately turned off when tiey are informed that the potential
client comes from the South Bronx. Tiis is the area they serve and he

believes that a listing of local services would of greater benefit to his staff.

At the same time he noted that the South Bronx being defficient is so many things
is also defficient 1n the number of agencies and the quality of service that is
needed in the area.

Mr. Feester added that he would be happy to provide IRMA with a listing of
the various community contacts tvat he has developed and he also suggocsted
that major corporations, such as Bankers Trust, Dow Chemical and Con
Edison which have community relations programs also be listed as potential
resources. Additional listings in the areas of recreation and youth services
were also requested.

Comments The various negds of various IRMA users can easily be seen as Mr.
Feester saw IRMA as a local community organization tool with

the emphasis on agencies and pfograms that '"do'" something for the community.

Other agency %uch as Miss Marshall of Health Services, see IRMA as a

research tool. All, however, are interested in the quality of the services

listed.
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Agencyt Maspeth Corrmnity Cffice, Mayors Task Force
803 Cypress Avenue
Ridgewood, Queens

Date: September 10, 1971

Background As a result of the budget cuts in city services this past spring,

the Task Force office serving planning districts 5 and 2 was
closed, This office, located in Maspeth, was than given desk space in the
offics of the Ridgewcod Times in Ridgewood, Queens. IRMA has been in this
office which is off the main square, 1 flicht up, over some local stores.
There is no indication that the office is anything but the office of the
Ridgewood Times,

Usage We spoke with Mrs Jane Planken, Community Worker, who states that the
Task Force still attermts to serve S predominantly blue collar

cormunities of mainly Ttalian, German, Polish, Spanish and Jewish middle to

lower-middle income groups, It is still considered a temporary office.

TRMA 1is used only two to three times a week. Housing, sanitation, parks,

traffic and highways are the major areas of concern to the IRMA users which

include herself and task force commdttee chairman, However, the most recent

successful use of IRMA involved the discovery of a mental health facility

that would work with a problem child, The idea of an TRMA that would provide

rore local information seemed to represent a considerable advance to Mrs Planken.

The only suggestions that were offered were of additional listings of police,
Board of Education and hospital information beyond the few general numbers
that were currently presented,

Corments None
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Agencys Health Services Administration
125 Worth Street
New York City

Date: September 10, 1971

Background Since February, 1971, TRMA has been used by the Program Analysis
Section of the Health Services Adrinistration. They are located
on the 6th floor of the Health Services Central Administrative Officese

Us-se IRMA is used by the progrs'. 'nalysi. taff as an in-service research
: tool to aid in their prec.r.; analvsis as-ignmmts, We were informed
bv 14ss Elsa Marshall, -n. of t' pro.ram aszistants, that TRMA is used about

t'ree or four times - "%, Thirt .m pecrle, including her=elf, have access
to IRMA. While TRM* -~ * =~d rarely, Miss !. rehall staies *wat when it is used
3%, can be used conti v .97/ for a one or to week period, "n analysis of

virious city helath "a.?l.ties could only be made efficiet *.r with the aid of
I'MA which had all tte necessary listings,

Miss Marshall also indicated that other toole were also used with the large
City Planning Books that provide ruus and other visual «ir~ & popular source.

Corments It is obvic' 5 that TRMA is going to mean diffarent things to different

people and *.e use by the Health (ervires A .- “=fatralion seems valid,
In fact, the corment regarding the visual »: ~roach bt~ = ~ of maps points up a
problem faced by ot. - users of TRMA or ot r ref.re ¢ -orks, Namely, itts
nice to have an address but the gquestion often zvises .s to where that facility
or service is located in relation to other services, locations, considerationms,, -
etc,

Miss Marshall, in additiorn, set up a system whercby users of IRMA could make
corments, corections and aiditions to IR'A,




Agency: Office of the Majority Leader, City Council
City Hdall

Date: November 5, 1971

Background We met with Stanley ¥riedman, Executive Ascistant to Ma jority leader

Thomas Cuite, He stated that IRMA had been in their office for over 6
months,

Usage JRMA has not been used to any great extent, Mr, Freidman stated that although
they received a great many calls for service, because of their expertise and
contacts, they did not need the IRMA as constituted,

Iike Miss Marenghi down the hall, Mr, Mriedman wanted to be kept up to date on the
progress of IRMA as he caw that it might have greater use in its new form,

Comments Again, it may be more of a political question as to whether IRMA should
be removed from this office although lack of usage indicates it may
be of help elsewhere,

Mr. Friednan re: inclusion of councilmen in new IRMA felt that it was a political
question that Dr. Costello might be interested in deciding, While councilmen like
Carter Burden do have offices that disperse service on a repular basis, other
councilmen have as their offices their local political club or their local law
office, Some share offices, but all think in political terms and IRMA, he felt, would
be hx providing political preference if their local clubs were listed as places where
services would be provided,




OFFICE OF THE MAYOR :

CITIZEN INFORMATION RESOURCE SYSTEM (PROJECT IRMA)
250 BROADWAY, NEW YORK, N. Y. 10007

Telephone: 566-1567 or 433-7490
EDWARD A. MORRISON, Deputy Mayur-City Administrator

IRMA is conducting a pre-publication test to ascertain the extent
of its usefulness to social agencies in locating services for their clients.
It is calling upon professionals in the field to i =rticipate in a workshop
designed to test the validity of the system used f<r classifying IRMA's
4600 facilities, and in addition to show empirically that the service as
listed by IRMA is actually offered at the facility. We want to know
how easy the information is to get at, and how the process of getting it
measures up against the participants' current procedures. )

To this end we are asking you to do several things:

1.

Look at the enclosed list of IRMA Subject Sections in
order to understand and become familiar with the
method by which IRMA g:oups its facilitics preparatory
to actually locking up certain facilities during the actual
test. We would also bc intcrested in your comments on
the headings themselves. Vihich ones do you feel you'd
use most often, which c¢nes least often, which ones are
too broad or too narrow, which ones not definitive at
all? Scribble on the listing if you feel like it. This
is one of the two principle tools that will be used to
locate facilities curing the tes: itself. We've 2lso
enclosed for further clarification, a listing of the kiads
of services you can expect to {ind under each of the 15
major subjcct sections.
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A second enclosure is an index, called a Related Terms
Index. Here you will find (among others) specific terms
that above are classified under the 15 Primary Subject
headings. This is by no means a comprehensive list

of clue words, but represents some of the more common
designations for problems handled by agencies like your-
selves. A more detailed explanation of its use will be
given at the test. Do these seem to cover most of the
situations you run into, or are there important omissions?
You will notice they point in most cases to sections
classified by service, not to a facility. This will also
be explained in greater detail when you arrive. There
are two groups that do not point to sections classified
by service: the ones in capital letters representing an
alphabetical rendering of the service classification, which
points to itself, and the other, in italics, the kind of
person toward whom a service may be directed. These
will be found next to the service definitions in the body
of the directory. This is the second principal index to
be used in the test for locating facilities in the body of
the directories that will be presented to you on micro-
fiche at that time,

Then there are blank forms on which we request that

you articulate at least 10 problems or information requests
that your office commonly handles, which you respond to
by referring to a directory - one for each service request.
Keep in mind we are testing an information tool and the
fact that your problem may be routine, usually handled by
agencies familiar to you is not -a factor. Try to state

the request clearly and completely, including the circum-
stances of the client, as our plan is to have another
participant handle it after you have completed it.

Lastly, we request that you answer a few brief questions
concerning the average volume of calls made by your
agencies during a day, with special regard to how many
calls it takes before you locate the appropriate service.
This will aid us in setting up a standard with which to
compare our own results. A form (headed: Agency
Information) is enclosed for this purpose. Please bring

D-38

»



APPENDIX D: Directory Testing

PREPUBLICATION TEST

Materials

Introductory Letter

Question/Problem Record

Resource Materials Usage Record
Telephone Call Record

Post-Test Record




these forms and the above lists with you to the workshop
on May 17.

We are inviting one person from each participating agency to take
part in the working session at 250 Broadway, Room 9, 17th floor, which
will begin at 10:00 a.m. and end at 4:00 p.m. on May 17. At 4:00 p.m.
we will engage in a brief discussion to evaluate and sum:narize the day.
Select either yourself or any staff member of your choi:e - the only
criterian being that the designated person be experienced in making
agency referrals. The morning will be devoted to a further explanation
of the test goals, an overview of how IRMA works and instruction in the
use of the materials to be used during the test. After a lunch is served,
the afternoon will be devoted to trying to answer the questions or solve
the problems posed by the participanis by actually identifying facilities
thru IRMA and calling them to verify that the desired service is actually
offered there. The steps taken to reach these gouls will be recorded on
forms supplied by IRMA.

We will be working through micro-fiche readers supplied by IRMA
and, as we are still in the process of computerizing the directory, one
portion of it w.ll be in numerical code for which a code list will be
supplied.

We are most appreciative of your taking the time to cooperate with
us in this our first outsid~ test of the IRMA data base.

I look forward to seeing you next Thursday.

Sincerely,

Rae Brooks
Director, Project IRMA

enclosures

REB/pjd




ADDENDUM

If you yourself (if you are not designating yourself
as a workshop participant) or other members of
your staff, even that person who participated, would
like to know more about 1RMA and the results of
the test we held, a separate seminar will take place
at 51 Chambers Street, 10th floor, at 10:00 a.m.,
Tuesday morning, May 22. If you care to attend,

would you let Gene know.
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Question/Problem No. __

QUESTION / PROBLEM RECORD

Participant

Time

Step No, |

o R
Refer now to Resource Materials and complete the Resource Materials
Usage Record. DO NOT arn-wer the questions below at thie time.

Were any detalls such as age, address, situation, etc, added to the

original Question/Problem?

If yes, what?

Time

AR AR

Please turn in the set of forms for this question to a monitor
and receive a new question and set of forms.

e




]

RESOURCE MATERIALS USAGE RECORD

Question/Problem No.

Participant

Step No.:

l, I am using the:

List of Subject Sections
Related Terms Index
Facility Nirectory
Agency Directory

S

+f you answer-d:
List of Subject Sections, continue with question U below.
Related Terms Index, continue with question 2 below.
Facility Directory, continue with Directory and question 8.
Agency Directory, continue with Directory anf question 8.

2. What term(s), if any, did you look up that did not lead You to a
relatea term entry?

3., What term(s), if any fulfilled yfur requirements?

4, What subje-* section number is to be . 3ed?

——————

Refer to the subject section in the SubJect Directory. I
e S S SRS

5.a. How many facilities were scanned before the section was considered
appropriate (or innappropriate)?

== 1 to § ___ 6 to 10 11 or more
b, NDid you scan the entire section?
6, Did you find any of the following information helpful?
location

other services listed at the facility
modifiers

D-42

'




7. Was the facil'ty name helpful?

Yes, seemed to describe service
Yes, recognized facility name
No, facility name not important
Other (Explain)

8. What are the facility names and ID numbers that have been selected
to call?

b e

If facilities wer.: selected to call, start the next step with a
Telephone Call Recora.

If no facilities were selected to call, statt the next step with
another Resource Materials Tlsage Record.
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IRMA PRE-PUBLICATION TFST

QUESTION / PROBLEM RECORD

Question/Problem No. A /

Participant

Time Steo No.

I need.counselling for my 5% year olad, emotionally disturbed with
speech difficulty.

Reier now to Resource Materials and complete the H2scurce Materials
Visage KRecord, DO NCT answer the questions below at this tirce,

g Gt e

"1,  Were any detzils such as age, address, situation, ete., added to

the original Question/Problem? Yes No

et ———

If yes, what?

2. Time

Please turn in the set of forins for this question to 2 monitor and
vreceive a new question and sot of farsms.
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RAMA PRU-PUBLICATION 17ST

QUESTION / PROBLEL RECORD

. -
Question/Problem No. /‘? >

R

Participant

Tiine Step No.

Ave there facilities that can diagncse urine and blood specinens

to determine _rug use? I 1live in Park Slope and camot afford
for the laboratory fees.

rd
Staels 4 S

IR
Refer now to Wrscucce Materials and complete the Rescurce Materials
+  -vie Record. DO NGT anscer the questions below at this time.
[J

l.  Were any dctails such as age, address, situation, etc., aaded to

the original Quzstion/Problem?> Yes No

If yes, what®

2. Time

WS quzeticn w0 a monitop aad
raeenive

I—blz-asc wurn in the set of forv., [oe
i Ve a new guestion asd set o lorms.
&
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IRMA PRE-PUBLICATION TEST

B/
Ruestion/Problem No. L")

|
|
QUESTION / PROBLEM RECORD

Participant

Time Step No.

-

I would like family planning information. Is there somewhere I
can go that does not charge a fee?

vt - .
. T <,
\,/'-,«L ¢ el P IV E R
>

Pefzr now to Resource Materials and complete the Resource Materials
1 Usage Recovd. DO NCT answer the juestions below at this time.
-

1. Were any details such as age, address, situation, etc., added to

the original Question/Problem? Yes No

—— gy P ——— R e .

If yes, what?

2. Time

S

Pl:ase turn in the set of forrms for this auzstion to a monitor and
receive a new guesticn and a0t of fortas.

-

—
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QLIA PRE-PURBLICATION TEST

QUEST:LOM | I'ROBLEM RECCRD

Question/ Probklem No. < ;}
Participant
Time Step No.

Beinz an older person, I'm in my house in the West Bronx
so much. 1'd like to join a group where I can meet people my
wia age.,

efer now to Resource Materials and complete the K2source Matecials
Usage Record. DO NCT answer the questions below at this time.

- ey

"1.  Were any details such as age, =zddress, situation, etc., added to

tne original Question; Problem? Yes No

e tp—

If yes, what?

2. Time

Flease turn in the set of forms for tuis gu:zstion to a monitor =nd
receive a new quesuon zud seot of feeons.
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IRMA PRYE-PUBLCATION TEST

QULESTION / PROBLEM RECORD

Question/Problemn No. < K

* Y I
{2 Participant

Time Step No.

My mother is getting old, bu. she refuses to leave her house,

and she isn't able to take care of things alone. What can I do? (Broux)

-~ #Hecord. DO NCT answer the questioas below at this time.

—a sem e

~fur now to Resource Materials and complete the Resource Materizls

1. Were any details such as age, address, situation, etc., added to
the original Question/Problem? Yes No
If yes, what?

2, Time

Pl

eese turn in the set of forms for this question to a monitor and
receive a new question and set of ‘urms.

-

D-48




IRMA PRE-PUDLICATION TEST

QUESTION / PROBLEM RECORD

————

7
Question/Problem No. \' bt
Participant
Time Step No.

) Where can I find out about summer camps for my
child? TI've called half a dozen places, and nobody seems to know.

Refer now Lo Resource Materials and complete the Resource Materiais
Usage Record, DO NCT answer the questions below at this time.

‘l.  Were any details such as age, address, situation, etc., added to

the original Question/Problem? Yes No

- ———

If yes, what?

2, Time

Please turn in the set of forms fc: U.i: guestion to a monitor and
receive a new question and set of forris.
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Question or Prodlenm Ne.
Participants Name

Step MNo.

IRMA Pre-Publication Test Record

Micro~Fiche Usage Record

The directory used in this step is ordered by:

1.

2.

3.

Subject Agency Facility Name
If the subject or agency directory were used, what subject

section or agency was scanned?

a) If the subject or agency directory were used, how many
facilities were scanned before the section or agency was
considered appropriate or inappropriate?

fewer than 20
more than 20

b) Did you sc#a the entire section or agency?

yes

no

Was the facility location helpful?

yes

location not important

other (2xplain)
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4, Was the facility name helpful?

__Yes Why? Recognized facility name

—__Recognized agency name
Seemed to describe serxvice

oOther (Explain)

No Why? Facility name not important
u
Facility name ambiguois

Other (Explain)

5., Were the other services listed at a facility helpful?
_TYes
Other services not important

Other (explain)

6. Were the mlifiers helpful in describing the service?

Yes

No

A S——

Did not exanmine modifiers




7. How many facilities were singled out ot call?

b3
8. If no facility is to be called, why not?

No facility found in desired location (neighboruood, etc)

No facility found with desired mix of services

No facility found with desired modifiers

Other (specify)

9. Would it have been helpful if the following information was
listed: (answer - Always, Sometimes, Not Relevant)

a.) Fee

b.) Eligibility
c.) Appliciation Requirements
d.) Capacity
e.) Waiting list

10 If you hed to answer the same inquiry again, would you use the
same directory?

Yes

No

If No, which directory would you be inclined to use?
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TELEPHONE CALL RECORD

Question/Problem No.

Participant

Time
Step No.

Answer questions 1 a~1 2 befcr= calling.
--W

1. Please enter the facility name, ID number and phone number to be
called: .

2, This facility information was found via the:
Facility Directory Acency Directory
Subject Directory Referral

3. If this facility was not contacted 1c¢c wak because:
i1t was called by another partlcipant with the same
Question/Problem No., (Please enter phone no. and/or
facility ID no.
There was no answer.
The phone no., was incorrect and Information (411) could

not locate.,

4, Was this faclility contacted?

5. Can this facility take care of your problem?
Completely Some Not at all

6. If this facility can help, please describe briefly.

7. If this facility referred you to another facility what 1is the

name, address and phone no. of this other facllity?

2, ™me

~ -
] If this facility sal.sfi:d vour search, complete questions 1 and
2 of the Question/Froblem Rerord.

If this facility did unot satisfy your search:
a., because it referred you to another facility and/or you

selected more than one facility to call, begin the next
step by taking another Telephone Call Record.

t.. because it did not refer you to another facility and/or
no other facility were selected to call, begin the next
step by returning to the Resource Materials and completing

o the Resource Materials Usage Record.
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IRMA PRE-PUBLICATION TEST
POST-TEST RECORD
Please feel free to add comments to any question.

1. In general, how helpful were the following:
(Place a check in the appropriate column)

Very Slightly Not

Helpful Helpful Helpful )
—_— - - List of Subject Sections
—— —_— - Related Terms Index
o~ —_ —_ Subject Directory

c— —_— —_— Facility Directory
Agency Directory
Facility Location
Facility Naxﬁe

Other Services listed at a
facility

Modifiers

2. In what ways was IRMA helpful?
Saved time .

Would not have found references otherwise

Made me aware of kinds of services available

Other (Specify)
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What was your principal objection?

4. What did you consider most helpful?

5. What directories do you typically use for questions like these?

6. Would it have been helpful if the following informaiion was listed:

a. Fee yes no

 ———

b. Eligibility yes no
C. Application Requirements yes no
d. Capacity yes no

€. Waiting list yes no




D:4
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July, 1973 Report ESL-R-505 Lo

REVIEW OF PRELIMINARY TESTING OF PRINTED
DIRECTORIES OF CITIZE.! SERVICES FOR POSSIBLE
OSE IN URBAN INFORMATION SYSTEMS

by

Richard S. Marcus

2 S Y REANE L N el iR i ot s el s n = okl B y

Electronic Systems Laboratory
Department of Electrical Engineering
Massachusetts Institute of Technology

Cambridce, Massachusetts 02139




This report reviews certain preliminary testing done to determine
the effectiveness of two printed directories of citizens services

available in New York City. The directories wera those of Project IRMA
and the Community Council. It is concluded that tne test results were
essentially valid and show that these directories are roughly equivalent
in effectiveness in their current form and can be used in operational
tests and service. It is also pointed out that current testing procedures,
as weli as the directories themselves, are far from optimal and parti~

cular avenues of improvement are suggested.
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1. INTRODUCTION

This is a report on our evaluation of experiments run in May,

1973, by the IRMA staff on two directories of citizens services.

One directory is that of Project IRMA* itcelf and the other is the one
prepared by the Community Council of Greater New York. In these
experiments., selected agency representatives who were experienced in
information referral activicy were asked to simulate actual referral
activity for typical citizen problems using a partial, preliminary
version of the new IRMA directory and, for comparison purposes, the
existing version of the Community Council directory. The purpose of
this report is to review these experiments and initial conclusions
drawn from them from the point of view of assessirq the current

advisability of using IRMA and other directories in CUIC+ or other

information systems.

4 Project L{RMA of the New York City Mayor's Office of Administration
has been developing computer-assisted systems for the generation of
directories of citizens' serviceaz.

The detailed description of these experiments and preliminary results
are being written up by the IRMA stuaff. (See Appendix for brief outline)

* The Citizens Urban Information Center (CUIC) concept in which para-
professional information specialists will provide information referral
and assistance at branch locations of the New York City Public Libraries
is being developed and implemented by the Administration and Management

Research Association (AMRA) of New York.




We shall first report our general conclusions concerning these
matters and then describe the detailed analyses by which these

conclusions and related views were reached. It should be noted that
these analyses are based on our previous experience with the infor-
mation referral problem in New York City as well as the current set

of experiments themselves.




2. GENERAL CONCLUSIONS

2.1 validity of Experiments and Overall Conclusions

The experiments as conducted do lend credence, when taken with
collateral evidence, to the notion that the current IRMA directory,
even in its present partial and preliminary form, is about as good a
finding tool as the best comprehensive standard New York City directory

of services: thit of the Community Council.

The overall utility of a directory as a finding tool has been
measured in the experiments b the amount of time required to find a
good answer to, or referral for, a problem. The searcher in the experi-
ment must determine that the facility found in the directory actually
can provide the answer by making a phone call to that facility. The
telephone time is considered part of the time measured. This measure,
which seems an appropriate one, came out in these experiments almost
identical for the two directories: about 22 minutes average for each
problem. However, because of variables of the experimental procedure
there is a degree of uncertainty in the results. We be.lieve that the
actual measure, if the variables were accounted for, might easily be
about 208 different for either div~ctcry but is unlikely to be more than

50% different than what was determir:-d in the tests.

2.2 Need for Additional Experimentation and Analysis

The expeximents done to date, besides providing a rough measure

of the utility of the directories, have indicated the great need for
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additional experimentation and analysis. This kind of analy*ic activity

is required to discover the important parameters that contreci the
effectiveness of systems and subsystems, to evaluate actual effectiveness
with a higher degree of certainty, and to point toward improvements.

The efforts to date represent a constructive and valuable pioneering
effort in a difficult area involving sociological and psychological
consideration as well as advanced technologies. Particular suggestions
for additional activity in this area are made below in Section 3.
Independent review of this additional experimental activity seems advisable
to avoid possible bias liable from investigators reviewing systems

including their own as well as to provide a fresh outlook.

2.3 Status of Current Directories for Operational Tests and Sérvice

In view of the results of the experiments it would seem that the
IRMA directory, even in its present preliminary form, could now be used
in operational tests and service without causing undue user criticism
of the system in which it was used. On the other hand, it appears that
no current directory is very good in terms of completeness, accuracy,
or ease of use. Therefore, it would seem prudent to include several
directories in any current system for reasons of both testing and
completeness. It should also be noted thai directories themselves
will be only a part of any overall system for providing information to

citizens.
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2.4 Future Directory Development

The IRMA directory nas the excellent potential for development
into a truly superior information finding tool. The particular areas
in which there is high potential include: computer-assisted prepar-
ation; completeness, currency, and accuracy of information; econony ;
flexibility; ease of use; more particularized and deeper indexing; more
complete descriptions; more standarized and compact descriptions; and
specialized directories made automatically from selected subsets of
the main directory. In particular, it may be noted that perhaps the
best way to deveiop the "laws and procédures" data base as specified
in the CUIC plans is to extend in the IRMA directory the descriptions
of services, regulations, and procedures for which some data has already
been gathered by IRMA. In any case, it seems clear tlat an intimate
connection needs to be maintained between any data base which contains
laws and regulations and the data base which provides referral to

agencies administering those laws and guided by those regulations.

In order for the IRMA directory to achieve its potential it will
be necessary to create detailed plans for future development and gather
the aecessary resources to put the plans into effect. We would highly
support, for exampie, efforts .o centralize overlapping directory
production activities which are now, at least in part, duplicating each
other, such as IRMA and the Community Council. One apparent bottle-
neck in any major Jevelopment at this time is the current computer

software and ha:dware support.




Finally, directory development along computer-assisted lines
would lead more quickly to that type of system which our review of
these experiments indicates ever more strongly will ultimately be
desired and required for truly effective user access to urban infor-

mation data bases: namely, an online, interactive computer system.
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possible.

3. SPECIFIC ANALYSES AND OBSERVATIONS

We have already commented on the highly valuable nature of the
experiments that have been run. If we put greater emphasis on criti-
cisms than on compliments in what follows, it is in order to provoke

that kind of critical discussion by which advances can be made where

3.1 Methods Used in this Review

b.

£.

go

1. The following material was reviewed and analyzed:

Letter of invitation to IRMA test (4 pps)

Schedule and presentation for IRMA directory May 17 test

(8 pps)

Presentation for OC directory May 22 test including general

conclusions from May 17 test (2 pps)

Sumnaxy of Iost-Test comments given by agency personnel

(immediately) after May 17 test (2 pps)

Preliminary IRMA directory packet (44 pps) including

(1)
(2)
(3)
(4)
(5)

List of Subject Sections
Microfiche (38 fiche)
Table of Service Codes
List of Service Modifiers

Related Term Index

List of participants in May 17 test (1 p)

List of participants in May 22 test (lp)




h. Diréctory of Social and Health Agencies of New York City
puiiished for the Community Council of Greater New York,
Inc. by Columbia University Press, New York, 1967-68
edition, (820+ pps)

i. Forms used in tests including Question/Problem Record,
Resource Materials Usage Record, Telephone Calli Record,
Post-Test Record '

J. Forms filled out for 40 searches done on 19 different
problems by 9 different searchers inMay 17 IRMA test and
for 27 gearches done on 13 different problems by 8
different searchers in the May 22 CC test.

k. Tabulations o~ entries on these forms

1. Brooks, R., Rough Summary from Jerome Posatko's Inter-
pretation of Test Material (Draft) (2 pps)

m. Brooks, R., Report of Test (handwritten draft) (9 pps)

n. Statements of problems as submitted by agency personnel
and their reduction to the form used in the tests,
including list of which problems were not used in the
tests.

2. A number cf problons were searched by this reviewer in both
IRMA and CC directories prior to reviewing searches done on
them during the tests. Alsc, spot checks were made tO see
if search results reported were reasonable. In addition,
follow-up searching was done by the reviewer after looking
at searching done during the tests.
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3. The analyses above were reviewed and coordinated as indicated

below in the remainder of this report.

3.2 Experimental Procedures and Variatles

The conception of the tests, their detailed design, the prepar-
ation for them, arAd their execution were generally well conceived and

perfo.med, especislly for such a pioneering effort.

The main difficulty in deriving sicnificant figures from individual
searches is the vagueness in defiring what is a satisfactory search and

when it is completed.

In the first place, there is a question as to what is a satisfactory
answer to a problem. Generally, test searchers followed the requirement
to make sure the agency could give an answer to the problem by calling
the agency on the phone. In some cases, however, (e.g., searcher number
4 on IRMA directory test for problem C3) the search stopped with a
referral from one agency to another. More importantly, there appears
to be a wide variation in how well the problems actually were answered.
For example, the IRMA search for problem Bl seems to have answered the
request quite well whereas vhe CC srarcher 1 seems to have only partially
answered problem C2.

It should be noted that the directio.s apparently given to searchers
did attempt to define what was meant by a good, complete solution to the
problem., It is unavoidable, however, that humans will to some extent,
either interpret wrongly or, for one reason or another, simply fail to

follow directions.
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Then, too, some searchers took a very literal, narrow approach to
the problem while others adopted a broader, more liberal view. For
example, on problem A2, where the question stated was how to force an
alcoholic relative to seek treatment, some searchers kept to the narrow
legal issue of forcing treatment while others broadened the search to

include the family counseling aspect which may actually be primary.

Finally, some searchers, for one reason oOr another, felt it
necessary to add to the description of the problem as given, as by
specific features of the citizens needing service, for example, their

specific location in the city, age, or ability to pay.

Naturally, the amount of time a searcher might be expected to take
could depend significantly on variations in any of the above searcher
. variables. In particular, if a searcher does a better job, the directory
he uses shouldn't be penalized if it takes longer. Of course, if enough
gearchers and searches are done, these variations may average out. How-~
ever, many fewer experiments would be needed to get results with as high
statistical s.gnificance if these variations were controlled or accounted
for. Statistical significance is reduced vwhen results are not independent.
There is some suggestion that searchers may have influenced one another
as in problem Al where IRMA searchers 2 and 4 started and finished at

exactly the same time and used the same search strategy.

Another searcher variable, though not as easy to vary by the searcher
himself, is the expertise of the searcher in using the directory. It was
evident that there was a considerable variation in searcher expertise in
the tests.

D-68

« .7
3




- 11 -

Still another variablc, unrelated to the searcher directly, is the
nature of the problem. Clearly, a problem that may be easy to deal with
in one directory may be hard in another. If the problems used in the
test covered the spectrum of problems to be expected and were distributed
in a representative manner, then this variable would have less signif-
jcance. In the tests under consideration, the 26 problems clustered
into S5 or 6 main classes and many other classes gseemed to be absent.

It should be said, however, that the method of gathering, selecting, and
preparing the problem statements did not seemed biased and the resulting

problem set, on the whole, did not seem to unduly favor either directory.

Similarly there appeared to this reviewer no particular bias
because of any of the other variables described above. However, with=-
out controlling for, or quantitatively accounting for, the effect of
these variables, the confidence in the accuracy of the results is some-
what reduced. If this reviewer were asked to try to quantify his
confidence in the test results, he would agree that the most likely
comparison between the two directories is that they are equivalent in
the measure used (time to answer problem) and that there is a good
chance (sa' 50%) that they differ by no more than 208 and, finally, it
is very likely that they differ by no more than 50%. Neithe. directory

as currently constituted, appears more likely to be the superior one.

3.3 A Model Describing the Factors Affecting Directory Performance

Up until now we have been discussing the merits of the directories

based on their actual performance in tests: “In any scientific study,

D-69

‘_l'
LY B




in order to say that one truly understands what are the relevant

factors and how they inter-relate, one should also have a model by

which to predict performance. A simple model contains three characteristics:

-

completeness, accuracy, and ease of use.

Completeness can be measured by the number of faéilities listed.

It is estimated by IRMA that the current IRMA directory contains 4600
facilities. A rough estimate of the number of facilities in the CC
directory as determined from sampling its alphabetical listing is 1500.
CC admits to being somewhat exclusive in its )lutings with an emphasis
on "permanence" as a requisite for listing. While such a policy is
understandable in a published directory with an update cycle of 3 years,
it seems clear that a directory for general use suffers if any bona
fide facilities are not included. The completeness factor is, however,
less than directly proportional to the number of facilities, since

some facilities =- the ones likely to be includad first by all director-

ies -- would undoubtedly be more useful than others.

Accuracy is not known; there is no estimation of errors that
were published in either divectory. However, one component of inaccuracy
is caused by entries becoming outdated. The CC airectory used was the
1970-71 edition which had information current as of approximately
November, 1969, the IRMA directory information is considerably more

recent, being collected, as we understand it, largely in 1972.

£

D"70 LY




~ 13 -

Ease of use has many factors. An important set of these factoras
has to do with the logical access to sets of facility descriptions
bf( subject categories or other entry devices. Each of the two directories
currently uses a classification system as its major subject access
device. One property of such a device is the number of classes: generally,
the more classes the more specifically a searcher can describe what he's

looking for. IRMA has about 120 classes (and subclasses); CC has 71.

A potential difficulty with having many classes is the possible
consequent fragmenting of the relevant facilities into many sections of
the directory which could cause difficulty of access. One answer to that
problem is to allow for a certain amount of overlapping of classes so
that a facility description can appear in more than one section of the
directory. It is estimated that the total number of facility entries
for IRMA is about 10,000 and for CC about 4,000. The overlap factor for
each directory is thus 10,000/4600 and 4000/1500, somewhat ;Jreater than 2.
It could be argued that the directory with more classes needs a greater
overlap f -or. (It should be noted that the various figures just noted
com; from estimates made by divergent sources and, perhaps, on divergent

bases. They need to be carefully reviewed.) -

Another answer to fragmentation is the hierarchical grouping of
classes so that a broader categorization can be achieved by simply

considering adjacent classes. The IRMA classification is much more

developed hierarchically: there are 3 levels of subject hierarchy with
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only 15 first-level classes. In contrast, CC has only 2 levels with
41 first-level classes. The hierarchical device is not a complete
an's\wr to fragmentation, however, since a searcher still has to search

multiple sections, even though they may be clustered together physically.

The ability of the classes to categorize typical problems is, of
course, a central point. The newer IRMA classification may be somewhat

better in this respect, as commented on by some of the searchers.

other methods of logical access have been developed for the IRMA
directory including the related term index and modifier codes. Against
these the CC directory has descriptive abstracts of the services at
each facility. Both have a geographical sorting of facilities after the
lowest level of subject hierarchy. Both also have an alphabetical
listing of facilities and agencies, although the IRMA directory did not
have this feature implemented at the time of the tests and that feature

was eliminated for test purposes.

Our overall reaction to logical access is that the IRMA directory
has a considerably better potential but this potential has only been
partially achieved so far'and that, in fact, there probably was only
a slight IRMA advantage, on balance, in this aspect for the directories
as used in the tests. How logical access can be improved and the importance

of physical access are discussed below.

®
See, e.g., Section 3.6
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3.4 Interpretation of Experimental Results

In reporting on the detailed results of the experiments, IRMA staff
have noted that while the total average time to complete a problem was
the same for each directory, that part of the time required to do the
telepllor;ing was one-third less for IRMA searching (only 1/3 the total
time as compared to 1/2 for CC searching). This was interpreted as a
reflection of better references being found in IRMA because of greater

completeness and curre-.cy of information and c;:nsequently, less need ‘

to make additional phone calls when the first agency tried was unfruit-
ful. This interpretation is consistent with our model analysis above.

However, the additional rationale given by IRMA for less telephoning --
nanely, the "succinctness" of the IRMA data -- does not appear to us

a valid one. If anything, it would seem that such brevity would speed

|
|
|
|
up non-telephoning, directory scan time (see below) at the expense of l
getting less good references and extending telephone time. l

The complementary fact to the lower telephone time needs to be

noted also: namely, that the amount of time spent by the searcher look-

ing up information in the directory itself was greater in the IRMA

searching. We postulate threc ro~sible explanations for this fact:

(1) IRMA gearchers were more conscientious in trying to find a good

answer to the problem; (2) the greater number of entries in the IRMA

diractory demanded additional searching time; and (3) (most likely, in

our estimation) the novel microfiche medium required more time to search.




Some additional testing is needed to determine the actual factors
involved here. Comparing results of IRMA searching with microfiche

and with printed paper copy would help unravel this question.

3.5 Revised and Additional Experime-cation

Purther experimentation should revolve around three needs: (1)
the need for greater control of variables; (2) the need for more tests
to get more satistical significance in results; (3) the need to inves~
tigate the component factors that determine the particular reasons for
the degree of directory effectiveness so that improvements can be

made.

To control for some of the searching variables, analyses can be
made comparing the directories on the same individual searches. This
can be done to a greater extent than has been done so far even with the
existing test data. Even greazter control is possible if the same

problem and same searcher are compared. The possibility that a searcher

may be influenced by his search in one directory when searching a
second directory can be compensated for by instructions to the searcher
and by comparing the results of experiments where directory A was

searched first with those where directory B was searched first.

Another general approach is to quantify some of the variables,
like quality of search, and then compare only those searches of the

same quality.




To investigate component factors more thoroughly some in-depth
case studies should be run. A fairly detailed description of how to
éerfbrm such studies was given in our previous report on testing'
which is still valid. We would simply point to a few particular areas
in which testing can be improved in line with that general outline.
In the first place, other parameters, like precision and recall, are
important to mcasuring search success and understanding search effective~

ness besides the single parameter of time to find one good ansver.

secondly, while it is of some interest to know "how many facilities
were scanned before the section was considered appropriate" (Question
R5a), it is more important to know ?gzngegx_gaqilig;gg_!g;g_gcanned
in_order to find the one facility considered appropriate and why the.

A—

other facilities were considered inappropriate.

- —r e

Thirdly, the related term questions need clarification. It needs
to be made clear that the searcher should record what he looked under
in the alphabetically listing and, if he found what he was looking for
awhat he was referred to in the index. Then finally, was what he was

referred to found useful or not.

Fourthly, the searcher should record specifically what service
codes or modifier codes or other criteria he used, or wanted to use,

in searching.

*
Marcus, R.S., and Therrien, C.W., Testing and Evaluation of IRMA
System for Generation of Directories of Citizen Services, MIT Electronic
Systems Laboratory Report ESL~R-491, Feb., 1973.
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3.6 Suggested Improvements in IRMA Directory

A number of ways to improve the IRMA directory are implied by the
analysis already given in this report. Some additional areas for
improvement that were noted in carrying out this review are listed

below:

1. Additional detail in the description of facility s«rvices.
"succinctness" and "standardization" have merit, but not at
the expense of leaving out required information.

2. Improved related term index, including
a. larger number of terms -- there are now about 750 entries,

which is just a beginning; e.g., for Problem Al there is

no entry for "speech" or "emotional”.

b. more accurate set of related terms; e.g., for "child
abuse” Section 14.1 is recommended, but the best facility,
the Bureau of Child Welfare, is not included there. This
example is a good illustration of the potential of this
feature -- a good related term would have made access much
easler than is the case for CC.

c. more precise reference; e.g., if "child abuse" pointed
directly to the Bureau of Child Welfare.

d. including modifier codes as well as word descriptions.

3. Explain in class heading what classes mean in terms of sexvice

codes and modifiers.
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4. Make the class codes identical as much as possible with the
service codes. Having them only fairly close, as now is the
case, is confusing.

5. Clear up the confusion on modifier tagging; e.g., it is not
the case that the absence of a modifier necessarily implies
the absence of that aspect from service. -

6. Sections should avoid ¢rossing fiche boundaries, if possible.

3.7 Other cConsiderations

It is apparent that the quality of the directory itself will be
only one important factor out of many that will combine to determine
the effectiveness of a citizens information system. One indication that
other factors are important is the estimate (from Posatko) that the
average time to resolve a problem in the field at an agency -- where,
e.g., the searcher's memory and other non-directory éevices may be used --
is 15 to 17 minutes, some 5 to 7 minutes less than in the tests. Of
course, the figures quoted may be unreliable but the point needs

ccnsideration.

The para-professional infermation specialist using the directory
will clearly be a key factor. How expert will this specialist be in the
use of the directory? How will the experience of experts be passed
on to these specialists and the experience of the specialists be shared
among themselves. How will a specialist know what a good answer or

a good facility referral is? How will the specialist as an individual,
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or the system at large, know whether the citizen has been well served?
How far to carry the ombudsman role? Should some specialists truly
specialize in particular subject areas? All these questions, and more,
may be as important as "how good are the directories?” They also
suggest that perhaps the directories should include more evaluative

and guideline material.

All of the problems posed in these tests have one striking common
feature. They present a combination of aspects that must be considered
in order to encompass a solution. In Problem Al, for example, the
aspects of counseling, age, emotional disturbance, and speech difficulty
are all present. Often aspects such as desired location of facility
and costs are important. In order to find in a printed directory a
facility with a service that matches the desired aspects, it is necegsary
to pick one or more of the aspects that define, or are included under,

a class, or set of classes, and then scan the appropriate section or
sections of the directory while checking each facility to see if it
matches the remaining aspects. Even if some optimum search strategy is
found, e.g., by finding the shortest possible sections that could satisfy
the problem statement, the scanning required may be quite lengthy and
tedious. On the other hand, the rapidity possible in performing such a
coordinate search using an online, interactive computer system provides a
striking contrast with the manual approach. Let us hope that we do not
have to wait too long for this highly effective technique to be applied
to the citizens information problem!
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APPENDIX
BRIEF OUTLINE OF THE EXPERIMENTS

Typical information referral problems suggested by personnel of
New York City social service agencies were reworded to be used
in the experiments.

Agency perscrnel who agreed to participate as infcrmation special-
ist searchers in experiments were shown how to use the IRMA directory
and the details of the experimental procedure were explained to them.

Each experimental session began when a problem statement was shown
to a searcher and the time of day noted. ‘

The searcher used the IRMA directory to find reference to a facility
that could resolve the problem.

When such a facility was found, a telephone call was placed to the
facility to check that it could and would resolve the problem.

If an affi mative answer in step 5 was received, the experimental
session was ended; otherwise, searching was continued in the
directory (i.e., return to step 4.)

Various details of the experiment (e.g., times to do searching in
the directory, sections of the directory consulted, etc.) were
recorded k; the seavchcr ¢on the forms listed in Section 3.1 (1.i)
of this report.

A similar procedure was followed in testing the CC directory except
that no preliminary explanation of the CC directory was given.




IRMA II

5.
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APPENDIX D: Directory Testing

MONITORING PLAN

MIT/ESL Procedures
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ABSTRACT

This report discusses procedurcs recommended for the testing and
evaluation of the computer-based system for the generation of directories
of New York City citizen services. The.system was develched by the
IRMA project of the Mayor's Office of Administratfor.. Those evaluation
aspects singled out for particular attention include (1) scientifically-
controlled and objective field tests of the directories; (2) training
of information agents to use the directories; (3) testing the computer

programs; (4) measuring the computer costs; and (5) evaluating the

overall effectiveness of the computer software system.



1. INTRODUCTION

Staff members of The Electronic Systems Laboratory, M.I.T., have
participated, as condultants, in the IRMA project of the New York City
Mayor's Office of Administration. IRMA is involved in the development
of a computer-based system for the generation of directories which
provide information about the various services available to the citizens
of New York City through the many governmental and private agencies
serving the city. This directory generation system has a number of
novel features which have the po;ential for makirg a major advance
in the state-of-the-art of providing information referral services
in terms of completeness, accuracy, currency, flexibility, and economy.
To the extent that this potential is achieved in New York City it may
be presumed that a similar value will be evident for other areas of

the country.

It is important to conduct a careful testing and evaluation of
the first operational phase of this directory generation system so that
future improvements and developments will lead to a system in which
the potential effectiveness and economy 1is fully achieved. 1In this
report we suggest certain means by which these testing and evaluation

procedures may be most effectively carried out. We have concentrated

o0 thoge aspects of the evaluation with which we have the most




experience and expertise: controlled testing of information retrieval

systems, training of information agents, and computer components of

information systems.

Part 2 discusses the first two points: scientifically controlled
and objective field tests of the directories and training of information
agents to use the directories. Also in Part 2 we consider other possible
testing devices -- like questionnaircs -- and what are the main questions
that need answering. Part 3 discusses three computer~related issues:
testing the production algorithms (programs), measuring computer costs,
and evaluating the overall effectiveness of the software system. Each
part of the report relates, in varying degrees to the various features
which we have listed as needed to make a useful and effective system:

completeness, accuracy, currency, accessibility, flexibility, and

economy.




2 . TESTING AND EVALUATION OF DIRECTORIZS

In this part we discuss the testing and evaluation procedures
which may be employed in evaluatine the utility of the IRMA directories
and their associated indexes. As mentioned in the Introduction, we

bellcve the development of controlled field testing procedures is of

critical import~nce and Sectfon 2.1 elaborates on this point. In
Section 2.2 we give an overview of the nature of the controlled field
tests. Following that a detailed outline of test procedures is
suggested. In Section 2.4 we propose certain preliminary steps that
should be taken in order to set the stage for proper testing, including
the training of information agents t use the directories. Finally,

we discuss the role of the more traditional per:.-~ral interview and

(uestionnaire type analysis.

2.1 Importance uof Controlled Field Tests

Traditionally, in evaluating a tool Fo aid human interactions,
such as an information directory, an analyst will resort to personal
interviews with the users of the tco'. Typically, the person being
interviewed will give some general r actions or feelings about the
tool and may recount some experiences on its use which, in many cases,

happened at a time considerably earlier than the interview. This

gencralized, onecdotal type evaluation leaves much to be desired.




It is usually crude, imprecise, and subject to the biases of the

. interviewer and the person being interviewed. The interviewee will
tend to remembér incidents that fit into his preconceived notions,
forget those that do not; select topics to discuss that coincide with
his own interests while ignorirg others; and seldom have hard,
quantitative faéts to present. The interviewer and analyst will tend
to insert their own biases, perhape in an effort to counteract the
other biases, but without an adequate measure for how to balance

the scales properly. A person reviewing this kind of evaluation,

say a government official or scientist, will appreciate, intuitively
at least, the problems inherent to these procedures, discount the
conclusions tendered to some extent, and substitute his own biases

and opinions.

What is needed, then, to avoid these pitfalls is a good,
objective, scientific proceduz based on quantitative evaluation
of well-defined concepts with careful observation and recording
of data from the actual field of use. We have tried to outline such
procedures in the following sections of this report. We believe
that the successful development and implementation of such procedures

will not only lead more directly to a superior product, but will

more readily convince others of that superiority and will be recognized

as a major development in the field of evaluation of information

teterral services.
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2.2 Overview of Controlled Field Tests

The basic approach here is that IRMA personnel will conduct the
tests by observing how the IRMA directories are used by regular
information agents (e.g., librarians or service-agency representatives)
in their normal, operational setting. The tests involve a detailed
record keeping of uses of the directory in the field. In particular,
a record is kept of references to services that are found, those that
are judged relevant, and the time it takes to use the directory. Post
field-test analysis 1s made of the bossible additional references
that would be relevant and recall (completeness) and precision
(accuracy) figures are calculated as a function of effort (time).

In addition, searcher, observer and inquirer comments are recorded

to complete the picture of the usage and provide for a basis for the
final analysis, comparisons with other systems, and recommendations
for improvements. This procedure i similar to the Intrex retrieval
effectiveness studies done on exper mental users which we found highly

successful.

2.3 Detailed Outline of Tests

An outline of the proposed controlled field tests ig presented
below first in terms of the participants in the tests and then the

test procedures themselves.
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a problem for which identification of a service or of agencies

i8 needed.

b. An information agent (e.g. librarian or a service-agency

representative) who tries to find references to services
appropriate to the problem using the directories.

c. A record-keeper who keeps account of the agent's activities.

d. An IRMA specialist who monitors the tests and provides agsis-

-6 -

1. Participants

a. An inquirer (citizen, agency representative, other) who has
tance in certain situations (see below).

e. An analyst who determines additional information pertinent
to the problem, reduces the experimental data, and interprets !
the results,

NOTE: A number of the functions described above may actually

be performed by one person, making the total number of different

participants less than 5. For example, under certain circum-

stances and in order to conserve resources, (c), (d), and (e)

may be the same person.

te

Test Procedurcs (Record-keeping requirements indicated by

question).

a. Problem Presentation

|

|

\
(1) Who has the problem (who is the inquirer)?
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What is the statement of the problem (including
comprehensiveness -- how many references -- desired,
specific references to exclude, etc).

At what time and where was the problem presented?
Sumrary of the dialog, if any, between the inquirer

and the information agent as to the interpretation

What entry points (index or classification terms) wvere
looked up in what order and at what times?
What (including how many) service descriptions, if any,

were read (or scanned) in regard to each entry point

Which services were selected as potentially useful to

the problem for each pass through a section of the

How long did each pass through a gection of the

(2)
(3)
(4)

of the problem?
IRMA Directury Search
(1)
(2)

above?
(3)

directory?
(4)

directory take?
(5)

(6)

What was the final set of services presented to the
Inquirer and what form did it take (e.g. complete
service descriptions or abbreviated descriptions)?
What part, {f any, did the IRMA specialist or

instructional manuals play in the search?
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Response of Inquirer to Results of Search

(1) What references, if any, were rejected as
inappropriate . d why (e.g. not the right
service or conditions of service -~ e.g.accessible
location of office)?
(2) Were additional references desired? Did inquirer
know of references not found in directory? Specify.
(3) Was the problem statement reconsidered and
additional searching done [go back to procedure (a)]?
(4) What (other) general reactions were made by
inquirer [pleased, disa»pointed, etc; why]?

Inquirer Follow-Up [Optional; if possible]

(1) Did inquirer actually contact any services or
otherwise use information rendered? If not, why not?
(2) Did such contacts resolve problem? If not, why not?

Expert Opinion

Get general and specific comments on the problem and
its search from the information agent and IRMA
specialist. (e.g. difficilties in understanding

problem, doing th:¢ search, etc.)
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f. Search Analysis

(1) what other references were applicable -- based on
a general, complete search of all available reference
tools -- and with help of inquirer judgements, if
possible?
What were the reasons the additional references were
missed in the original search? e.g.,

(a) not in directory;

(b) 1in directory but not good access via entry

points;
in directory and accessible but
i. overlooked;
ii. hard to translate problem to find the right
access points.
Derive parametors expressing success of seawvch:
€eBoy
(3) percent of all the relevant references that
were found (recall)
percent of r«ferences found that were relevant
(precigion)

time to complete search (to a given recall level)




(4) Compare success of search in IRMA directory with

that in other directories or reference tools.

(NOTE: to be truly comprehensive in the comparative
evaluations, one should conduct searches with tbe non-
IRMA tools in a controlled manner as suggested above
under point 'b" -- («MA directory search. This is
particularly true in that these other tools have,

very likely, never und:igone rigorous evaluations

themselves.)
(5) What suggestions may be derived from this problem

for improving IRMA directories?

2.4 Preparation for Tests

In order for the tests to achieve the desired results there are

several factors that must be considered. Cooperation with agencies

at which tests are to be accomplished and training of agency personnel

in use of the IRMA directories are of crucial importance. Agencies
must be found who will cooperate,have an interest in those aspects of
the IRMA data base that pive fairly comprehensive coverage, and be
reascnably sympathetic to the initial difficulties likely to be

found in a pioneering venture of this kind.




Similarly, cooperative, intelligent, enlightened, and sympathetic
information agents must be selected from these agencies and given
adequate instruction in the use of the system and shown how to circumvent
the initial difficulties of the system. Because it may be difficult to
achieve all these objectives, it is important th.t IRMA personnel be
available for most of the tests so that any initial problems of the IRMA
directories may be surmounted without destroying or unduly biasing the
tests in a negative way and so as to provide inputs to the analyst to
explain some pcssibly poor results that might be due primarily to

temporary initial problems.

1he extent of the help given by the IRMA specialists during the
tests should be carefully limited. In general, they are there only to
assist when the information agent "gets stuck" (say he cannot determine
to which directory a given index refers) and the searchyoyld otherwise
have to be aborted. In some of the (later) tests it is hoped that

the IRMA specialist would play an entirely passive role.

Experiments of the kind suggested above require a good deal of
preparation before they can be successfully run. Some initial
"dry runs" using only IRMA specialists as searchers are suggested.
Mext, a few trial runs with non-IRMA information agents would be
advisable to further shake out any "bugs" in the record-keeping and

other procedures.
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Because the adequate training of information agents is so
crucial to the apparent utility of the directories, we offer below
some suggestions on how proper training might be more likely ensured.
Assuming the information agent to be trained is already performing
this kind of service at some agency, the follov.ng procedures may
prove desirable:

1. IRMA Office enlists support of agency in acccpting the
directories, using them, and participating in their evaluation.

2. Agency issues directive to its employees, including (potential
IRMA) information agents, stating the agency's intention to
participate and its hope that agency personnel will cooperate
with IRMA personnel.

3. IRMA personnel observe information referral activities in the
égency to provide better background for the IRMA staff who can
then train information agents with knowledge of their past
experience. —

4. IRMA .n cooperation with the agency selects one or more
agency peréonnel for direct training.

5. Direct training proceeds along some or all the following lines
(not necessarily in sequence given):

a. Indoctrinmation of trainees in philosophy, methodology ,

goais and aims of IRMA.
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Clagsrcom-course type instruction on the specific
techniques for using the directories, current
limitations, etc. °
Cooperative, hands-on training in which sn individual
trainee and an IRMA specialist work together. For
example, the IRMA specialist could observe the trainee
at his regular agency functions -- perhaps using his old,
standard tools, then the specialist could perform the same
tasks independently using the IRMA directories., As a
post-job exercise the specialist would explain how he

did the job using the directories. Next, the trainee
would use the directories himself —- first with the help
of the specialist and then independently but with post-
job review,

Truzinee self-training using written instructional guides
prepared by IRMA staff.

(NOTE: In our experience written instructional guides,
while useful for dis- nsing some information and as a

reference soucce, are ot capable of supplying all

the needed information to a user and so other techniques

-- see above -- must be used in conjunction with them).
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6. TIRMA staff certifies trainee as competent and ready to
participate in formal controlled tests.
If the trainee is not currently serving an agency in an information-
agent capacity, some modifications to the above procedures would be

necessary.

Besides preparation for the controlled field tests as such,
some additional results of this kind of training prosram can be listed:
1. The accuracy of the IRMA directories will receive further
checking.
2. A human-factors elemeat will be working to develop mutual
confidence and interest in the evaluation.
3. Information agents will be educated in the use of the IRMA

directories.

2.5 Other Testing Techniques and Considerations

In the previous discussion we have emphasized the preparation
for and execution of controlled field tests because of their
importance and because these kinds of tests are not very widely used
or understood and so deserve some additior«l dcscription. In the
tollowing discussion we cover briefly ~ther considerations

reganding testing, not in any great depth, but in the way of a checx

list.
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There are two considerations that may limit the immediacy or
extent to which controlled field testing might be implemented. An
obvious one is possible budgetary or personnel constraints. While
such testing is, in our opinion, highly desirable and well worth the
costs, we recognize that resource limitations mighf prove a limiting
factor. A second consideration is the status of the IRMA directories.
Our testing re«ommendations are somewhat predicated on the directory
concept as originally conceived -- including elaborate indexing and
cross-referencing, fairly full service descriptions, and multiple-type
directories. To the extent that these objectives have not been fully realized
in the initial directories it may pot be as necessary or desirable to start a
formal testing procedure immediately -- waiting until a more
complete product is available may be desirable, especially where

comparisons with other tools are envisioned.

Having emphasized the potential drawbacks of the uacontrolled,
irterview-type evaluations, we should indicate that there are mechanisms
by which such drawbacks may be lessened through the cstablishment of
varivus kinds of control. One such mechanism is that of the
questionnaire which, perhaps augmented by pre-, post-, or concurrent
interviews, can help introduce the needed controls over what questions
are to be asked, in what ‘orm, at what time, etc. Questionnaires
must be drawn up and administered carefully to be successful in

achieving this element of control.
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For whatever method of testing and evaluation 18 used it 1is
important to develop and keep in mind the basic questions that need
to be answered. Our discussion of the controlled tests included
many of these. We enumerate below, in check-1ist form, some of the;e
questions.

1. How completely are the services (in general, of a given

type) covered in the directories?

2. How current and accurate 1s the informaticn?

3. How complete is the information on any given service?

(Is the description adequate?)

4. How good 1a the organizatioﬁ of the directories?

5. Are the basic classifications adequate? too detailed?
not detailed enough?

6. Are the groupings of these basic classifications by sections
in the directories adequate? too broad? too fine?

7. Vould other directory types be helpful?

8. How good 1s the indexing? sufficient depth? sufficient
"entry voccbulary” and cross referencing? adequate tagging
and/or context for index :cierences?

9. s the typography and f. pleasing and easy to read?

10. How available are the directories?
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11.

More basically, do the directories make it easier and faster
to fiﬁd information? For either a positive or a negative
answer to this question, which of the above factors, or others,
influence directory effectiveness?

Finally, do the existence of the directories result in clear-
cut evidence that more citizcns or other agencies are getting
answers to their queries faster, more precisely, or more

directly -- i.e., fewer 'pass-offs'"to other agencies?
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3. TESTING AYD EVALUATION OF COMPUTER COMPONENTS

In Part 3 we u.3cuss the testing and evaluation of the
computer components -- hardware and software -- that are involved in
the generation of the directories. Section 3.1 concerns the
testing of those algorithms, or programs, which are necessary to
instruct the DRS system how to produce the various directories and
indexes. Section 3.2 considers the question of identifying
and measuring the various production costs associated with the
computer. Finally, Section 3.3 grapples with the question of what

kind of overall software system woulc be optimal for the production




3.1 Testing of Production Algorithms

The sequence of commands ~iven to DRS for production of the
directories may be thought of as a program in a high-level non-
procedural type language. (This is especially true since the
instructions are put together and executed in batch mode, without
user interventicn or interaction.) The'"program" currently being
used for production of directories (those to be available around
the first of the year) may be simple enough that no testing beyond
a critical look at the prototype directory is needed. However
the programs required to produce the more comprehensive directories
toward which IRMA is working, will be much more complex. To insure
that these programs will produce the desired results in all situations,

a serious effort shouid be undertaken to test the production algorithms.

Carefully planned, deliberate testing is important for a number
of reasons. Considerable time in production can be saved by designing
and running such tests prior to prototype directory production. The
output of a properly designed test is relatively short (compared to
the directories) and is packed with information that highlights any
possible malfunctioning of the program. Latent problems which may not
appear In the first generation of directcries but which may appear in

later oditions can be Jdetected by proper testing and corrected.
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In addition the correct test results once achieved serve as "benchmarks"

which the program must meet after further stages of development or
following modification of the production algorithms. Such planned
testing, followed by a careful checking of the prot-type directories
will lead to a high quality product toward which others following this

ploneering effort can set their goals.

The tests that we envision relate to the following three critical
functions of the program.
1, Selection of desired records.
2. Output of desired fields and only desired fields in proper
format and sequence.
3. Generation of an error-free KWOC index.
The test cases would consist of one or more sets of specially-prepared
records (with properties probably not always found in the actual data
base records), and a set of results to be expected from applying the
production programs to these sets of records., A detailed description
of these test cases naturally depends on the production algorithms
and so cannot be given in advance. However some general guidelines
for developing these test cases can be stated.
1. All fields of he records for which it is desired to
ultimately produce output should be covered. At least
one record of each type should cover all fields pertinent

to the record type.

D-102




2. Where fields can be grouped in alternative ways fcr output
a representative ser 2f the alternatives should be tried
to establish confidence thst the various grouping of output
are function'ng as desired

3. Records belonging in separ:te categories, but which by virtue
of their closeness in indexing may tend to cause problems
in selection shouid be included and tested. Such tests may
reveal problems with the indexing as well as with the selection
algorithms.

4. Records which may at one éime be selected for a given category
and at another time be selected for another broader or narrower
category (e.g. records to be included in the different types of
directeries) should be represented.

5. The KWOC index feature should be tested for its ability to
correctly select keywords in the indexed fields, to ignore
words on the exclusion list, to print a meaningful part of
the phrase in which the keyword is found, to avoid redundant

references, and so on.

Beyond these, it is necessary :o test a number of other items of
lesser importance that nevertheless should be present in a high quality
product. These include proper page numbering, proper line lengths
and centering of information on pages, proper representation of non-

..Iphabeti symbols and characters, a1 d so on.
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3.2 Testing of Computer Production Costs

The efficiency of the program used for production of the IRMA
directories is of importance to the project since computer time 1is
not"free" and any continuing project will ultimately have to account
for computer costs. We describe here some approaches that can be
taken to measure the efficiency of various operations under DRS.

The techniques cited here apply in addition to measurements o1 data
base management systems other than DRS and would be useful if IRMA

should at some time decide to change to another program.

Two types of computer ac.ivity are of prime importance in
Aetermining the efficiency of operation and the resultant cost for
a 'ata base management system like DRS. First there is the central
processor (cpu) time required to perform a given operation (e.g. a
search). Cpu time is measured in seconds and charges are generally

*
directly proportional to the number of seconds used .

Secondly, there is amount of time spent moving data between
main storage and secondary storage devices (disks, drums, etc.).
Ot concern here is the number and frequency of these input/output

operations, the amount of data transferred in each operation, and

*
Often these charges are also based on the amount of main storage
used by the program during execution. This is a constant factor
for any given program however.
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the total time that the channel is tied up to process the request for input
or output. Charges for input/output, when present, relate to one or more
of these items but are computed differently for different computer

systems.

Some techniques will be cited that can be employed to measure
the costs cf .selected operations in DRS. If it is found that any
operation is overly expensive and/or represents an unreasonably
large share of the total processing costs, alternative methods
(e.g. through other command sequences) should be sought to produce
the desired results. If no more efficient methods can be found
within DRS, then a quote should be requested for modifications to
the program to improve Fhe efficiency. (The exact nature of these
modificaitions should be arrived at with the help of A.R.A.P.
and a quantitative estimate of the improvement in performance should
be made.) The cost of these modifications must then be weighed
against the savings that can be had over some time period, If the
modifications cannot be cost-justified or if modification cannot
be made for technical reasons, then the inefficiency must be con-

siadered unavoidable under DRS.

If a sufficient number of unavoidable inefficiencies are
encountercdjthen the use of a different software package (either a

general purpose data base management system like DRS, or a specially
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designed program) should be considered. Once again the cost of
procurement or development of the new package must be justified

by the costs it will save in some period of operation,

The costs incurred in selected operations on DRS can be measured
in several ways. If access can be had to the system subroutines that
measure elapsed cpu time and the amount of input /output activity,

then very accurate cost estimates for the operations of interest can

be made. Access to thes» system subrou.ines is usually possible or can be

arranged. The most accurate timing information can be obtained
1f special calls to timing subroutines are inserted in the DRS source
code. Since the source code for DRS is regarded as proprietary and
not distributed by A.R.A.P., this method of testing would involve
close cooperation with the vendor. If such cooperation is not
feasible, then one could work directly with patches on the binary
version of the program. Without the source code to serve as a guide,
patches cannot alwavs be inserted with pin-point accuracy. However certain
check points can be located relatively easily. For example, the
instructions that effect the reading of the next DRS command can be
located without too much trouble, and a patch can be inserted there.
The patch would cause a transfer to a small set of instructions that
would call up on the system subroutines for timing and/or charge
information, record this data, and transfer back to DRS. This would

provide 1 method for command-to-command timing.
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mentioned might be employed to get rough charge or timing data. This
scheme i{s to simply submit ghort command sequences or individual commands
to DRS for separate runs. The charge and timing data reported would
include system overhead invoked in loading, job initialization,

job quiescing, final accounting and so on. Nevertheless, useful
information about the relative efficlency of various program functions

\
|
Initially, a much more simplistic scheme than either of the two
can be obtained in this way.

We believe that all capabilities of the DRS program should be
tested for efficiency. Results should be obtained to permit
quantitative comparison of alternative ways to perform the same
function (e.g. "select" versus "quick select"). Any gross inefficiencies
discovered should be brought to the attention of the program vendor

(A.R.A.P.) immediately.
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3.3 Software Performance Evaluatior

A number of questions may be raised related to the suitability
of DRS and other similar data-base management programs vig-a-vis one
specially designed and coded for the specific purpose of producing
the IRMA directories. While the former offer the advantages of lower
cost and immediate availability, the latter would presumably be
optimal in the sense of performing all desired functions and performing

them in the most efficient and/or ccnvenient manner.

For example, the nature of our problem made it important to be
able to tie together entries (records, relating to selected facilities,
gservices, and agencies. This was accomplished under DRS through the
artifice of the "program record" and an added capability to "expand"

a set of retrieved program records to include all facility, service,
and agency records referenced in the program records. In a program
tailored to the needs of IRMA, recor(s would probably be stored in a
mult {level hierarchical structure which wouid permit direct association
of any record with any othér. Furtber, pointers could exist in records
to fields of other records to avoid redundant storage of information.

Indirect addressing facilities would exist for accessing this information.

Another issue relates to the ccrplexity of creating what is termed

the input field specifications and thie output format specifications.

D-108 oy

-




The complexity of these vital tasks approaches that of generating

. cimilar format specifications in FORTRAN or COBOL (in fact the job
being very complex was relegated to A.R.A.P. personnel). A specially
designed program would provide in exr~hange for the complexity;the
ability to dynamically control formating, i.e. to modify formats on
the basis of conditions existing in the data. DRS provides this

capability only to a very limited extent.

As one type of evaluation, a list of specific ohjectives desired
for production of the final-form d;rectories would be set up. Since
all items on this list would not necessarily be of the same value or
importance, weights in the range of 1 to 10 m'ght be assigned to
each item. If: the remaining analysis is to be meaningful, it is
important that these weights represent values of each item in some
real sense. For example, they might be proportional to the time

*
required for performing the task in another way .

Having set up the 1list of items and their weights, one would
rate the DRS package on its ability to fulfill the objective of
each item. The rating would be as follows.

(A) Capability included in basic program.

(B) Capability included by modifications to basic program

(state cost).

*

For a more complete discussion of value assignments see W. F. Sharpe,
The Economics of Computers, Columbia University Press 1949, p. 29 ff.
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(C) ~apability not included because of extensive coat or time
to implement (state cost and/or time estimate).
(D) Capability not included because of fundamental limitation

in design or-intent of the prcgram. -

Items which we believe should be included in the list of

capabilities to be rated are:

1. Retrieve and sort entire programs in a manner suitable for
directory production.

2. Sort or permute services and facilities within programs
depending on the numbers of such records contained or other
criteria.

3. Link designated records together and retrieve linked groups
of records.

4. Provide controllable output format.

5. Handle upper and lower case characters.

6. Handle special characters and fonts.

7. Produce indices (XWIC, KWOC, or other) to the information
in the directory.

8. Provide for direct convenient output to photo-offset or
other printing process.

9. Provide checking of input data.

10. Provide translation of coded data.
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11. Provide formating of output depending on record types or
field contents to be output.

12. Provide dynamically controlled format depending on condi‘ions
existirg in the data. |

13. Provide sharing of data.

-

14. Provide cépabilifi for cbv;'wieﬁt ﬁpdating and correcting of

information.

Other items found to be appropriate may be added at a later time.

A total performance score for.the package can be computed as
follows. For all items rated A or B, assign the item's weight as its
partial score. For items rated C or D assign zero as the partial score.
The performance score for the program is the sum of all partial scores.
Two other scores can be computed for comparison nurposes. The first is
tiie maximum possible score for apy program which is equal to the sum of
the weights of all items. This is the score that a program specially
designed to IRMA's specifications would achieve. The second is the
maximum possible score for the pronram which is equal the sum of the
welghts of all items rated A, B, or C. The program performance score
when compared to the first maximum score gives a quantitative
vomparisen of the performance of the progra. relative to the set of

goals that are ldeally desired for a directory-production program.

When compared to the 8econd maximum score it indicates
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how well the program is performing in relation to how well it could

-'be performing if all additional features that could have been

implemented (at some cost) were imp) :mented. The maximum possible 8core
for the program should also be compared to the sum of the weights (qhe
maximum possible score for any progr.m) to give a measure of the
ultimate potential of the program to achieve the desired objectives.
This is an important comparison since it impacts on the decision of
whether DRS or some other program should be adhered to for directory
production in the long term. An example of the foregoing computations

and comparisons is provided on page 32 .

For items rated B and C a marginal cost/
value can be computed to serve as a check on decisions made to
include certain features in the program for an additional cost. The
marginal cost/value for an item is the cost to implement
the item devided by the weight assigned to the item. All items
rated C should have higher numerical values for their marginal cost/
value than any item rated B (see example). If this is not the case
then the assignment of weights to the items on the list should be
reviewed. [f all weights are reasc~-“le then the analysis shows that
the item(s) rated C having the lower r~-rginal cost/value should have

been selected for inclusion among the modifications made to DRS.
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example

item weight* cost* A B
1. retrieve and sort programs 10 v 10
2. check input data 5 v
3. provide sharing of data 2 $2000 v
4. 'remember' page numbers 3 $450 v

Tbtaf Scdfe ‘e i&

total score = 1045+0+3 = 18

max. possible score (any program) = 10+54+2+3 = 20
max. score for this program = 1045+2+3 = 20

total score - 18

prog. max.score 20 © 0.9
EI'OSO max.__E(‘_o_rE - ‘2'0— = 1.0
max. [d8S. score 20

total score 18

= 0.9

max. poss. score 20

marginal cost/value figures: item 3: S98¢ 2000 _ 1000

[

t. 2
item 4: C:St = égg = 150

Costs and weights used in the example are for illustrative purposes

only. They are not meant to represent any actual costs or value
est imates.
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We recommend that other available data base management packages
be scored on the basis of items (1) through (14) and compared to the
DRS package. Currently no attempt to compare these programs on a
- cost/value-basis would be meaningful since DPRS has- becn available to -
the project on a no charge basis. When that situatica changes, the
results of scoring other packages can be used in a cost/value analysis
and can help to decide the future course of the computer related parts

of the project.
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APPENDIX D: Directory Testing

IRMA II  MONITORING PLAN

6. General I&R Procedures Checklist
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STUDY OF NON-IRMA I&R PROCEDURKS

Problem Profiles

Pi -number of inquires per week

P2 ~how general or specific are most questions

P3 -do most clients require one or more than one referral or item of info

P4 -are most inquiries for referrals or for iteums of info

P5 -vhat areas are served

P6 -to what areas are referrals given

P7  -which problem areas :rc most commonly asked about’ - - -

Search Profiles

31 -are most questions answered through personal knowledge or by reference
to other directories

S2 -which directories are most useful and why

S3 ~how long does it usually take to deal with an inquiry

S4 -how many phone calls are usually necessary per referral or item of info

S5 -is a facility usually called before a client is sent there

S6 -are there anv office procedures for recording clients, questions, results,
etc.

ST -is there a follow-up procedure
S8 -if so, what success rate is indicated by follow-up

59 ~how often is a problem received for which present I&R procedures cannot
provide a satisfactory response

S10 -what problems are encounter~d in providing I&R
e.g. from sources of info
from the facilities themselves
from lack of services
fr~o clients
from offics proucedures and routines
any others

Sit -what features would you like to see incorporated in a new dirsctory

(continued)




{continued)

Office Profiles

o1 -number of staff engaged in I&R

02 ~what other functions do they perform

03 -total number of staff

04 ~how is IAR staff gualified

05 =~percent of total business that is I&R

06  -how many people cume into this office edch day - ‘

o7 ~how many eventually receive I&R service

08 -¥hat are the office's days, hours, and seasons of operation
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IRMA Usage Checklist
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MuNiTOR RECOKD :

Agency e e User
Monli tor - Date
1. Problem Time (Client begins)

a. Client age and socio-economic group

b. User interpretation of prcblem

C. {RMA used? Yes No

2. Search Time

-

. Reference material used!

___Servlce Sections ___Related Terms —_Facility Index

If Related Terms, what term looked up?

Found? —Yes —No
If No, another term looked up? What?
Found? Yes ——No

b. What 1RMA Instructional material used? (Not the above)

C. What Service Section scanned first?

Time (at end of first scan)

What Service Sectlon scanned second?

Time (at erd of second scan)

- while scanning, how many facilities considered inappropriate

and why?

é. How many facillities considered appropriate?

f. If other directories used, which and why?

g. Time (at end of search)
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7.

Phone Calls
a, How maﬁy?
b, Time (at end of calls gr total phone time)

C. Did any call result Iin a referral and to where?

\

Is this facility in IRMA? Yes —_No

Information ‘

a. What information given to client? ‘
b. How .I1s info presented? __ - - .

Client Reaction

a. What info Is rejected and why?

b, Wanted additional facilities?

C. Was problem statement reconsidered and additional searching

done? If so, go back to 1.b,

d. General reaction. (Pleased, disappointed, etc.; why?)

User Comments

Search Analysls
a. Using all I1&R tools, how manyv other facilities could solve

the problem?

b, Why were they missed?

Not in IRMA,

in IRMA but not good access v!a entry polints.

in IRMA and accessible but

overlooked.

hard to translate problem to find the right

entry points.
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C.

Success of search

1.)
2.)

% of all relevant facilities that were found

% of facilities found that were relevant
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FIELD TESTING

Location of Test Sites
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| IRMA IT TEST SITES

L, CITIZENS ADVICE BURFAU
2103 Grand Concourse
Bronx 10453
Ed Kaufman
298- 5902

2, EAST ELMHURST CRANCH == QUI"=".(ROUGH PUBLIC LIBRARY
NEIG.50RHOOD INFORMATION CENTER
95-06 Astoria Blv4,
East Elmhurst 11360 t ‘ L
Miss Cole
L2k~ 2615

3, RAST SIDE HOUSE «=PATTERSON C#N T3
337 Alexander Ave
Bronx 1045k
Mr, Percellur Jones Jr, / Mrs, Marry
669-41k1 / 665-5250

L., HUNTS POINT REGIONAL LIBRARY
877 Southern Blvd
Bromx
Ms. Sylvia Bean / Mr, George Trepp
329~ 2996

5., JAMAICA BRANCH -=QUEENSBOROUGH PUBLIC LIBRARY
110-36 New York Blvd,
Jamaica 11433
Mr. Banerjie
739~ L088

6., LANGSTON HUGHES COMMUNITY LIBRARY
102=09 Northern Blvd,
Queens 11368

Tyrone Bryant
651-1100

7. MAYOR'S ACTION CENTER -~CITY HALL
New York 10007
Kate Klein
566 6850

8, NE. YORX PUBLIC LIDRARY
DEFARTMINT OF HTSTORY AND SOCTAL SCI&NCES
8 E. 4O Str=ct
New York 10006
Shirley Quement
790~ 6592

D-123




9.

13,

15,

16,

2,

N® YORK PUBLIC LIHERARY
GENERQL REFERENCE CENTPR
8 B. 4O Street

New York 10000

Vickl Betts

790= 657h

£2) BEDFORD STUYVESANT DISTRICT CFFICE

1243 Fulton St,
Brooklyn 11216
Clsmentine Keller
636- 8202

SSA DOWNTOWN __ "™iCT OFFICE
30 Broadway

New York 10006

Jane Fuller

264~ 21

SSA BAST BRONX DISTRICT OFFICE
1990 Westchester Avas

Bronx 10462

M, Travis / Joe Trakenberry
82l4- 7000

SSA EAST NBW YORK DISTRICT OFFICE
11); Psnnsylvania Ave

Brooklyn 11207

Al Lefervre

L85~ 1936

SSA FAR ROCKAWAY DISTRIST OFFICE
2011 Mott Ave

Far Rockaway 11691

Clara Watkins

337- 5750

SSA JAMAICA DISTRICT OFFICE
80 88 Ave

Jamaica 111,32

Irving T ssmmeyer

201- 320u

SSA KINGS PLAZA DISTRICT OFFICE
1113 Ave ©

Brooklyn 11234

Leo Harmer

253. 8700
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18.

19.

SSA SOUTH BRONX PTSTRYCT OFFICE
151 E, 151 Street

Bronmx 10451

Norman Bergsr

202- 6200

SSA STATEN ISLAND DISTRICT™ OFFICE
505 Forast Ave

Staten Island 10210

Hedwig Fischer

Lh7- 7890

SSA WASHINC™ON HETGHTS DISTRICT OFFICE
L202 Bro. ° -y

New York 17033

Mildred Tunick

923~ 2510

TOMPKINS S WARE LIBRARY

331 B, 10 Street

New York 10009

Marvelous Brooks / Patricia Jones
228~ L7h7
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1.

2,

3.

5.

7.

IHMA DRONSTRATION EDITION TEST SITES (supplement)

Washington Heights OCS
Gwendolyn Paltillo

Rockaway OCS

220 B, 87th St

Rockaway Beach, NY 11693
63L1=2063

Richard Panzer

A, Philip Randolph Senior Center

108 W, 146 st
New York, NY 10039

283~ 7904
Warren C, Blackman

Coney Ixland 0OCS 21
501 State St
Brooklyn, NY 11217
237-5879

Kenneth Klug

Bronx Bureau of Child Welfars
192 E, 151 St

Bronmx, NY 10451

960~ 6240

John J. Cole

Bay Ridge 0CS
ocs 18
Anthony Campo

Crown Heights 0CS 16
Louis Dho
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PRCJECT IRMA TFIELD TEST

WETKLY USAGE LOG
INSTRUCTIONS

Introduction

During the three (3) month field test of IRMA, all direct
service workers, having occasc~ion to use the materials, are
required to complete the WEEFLY USAGE LOG. The information
gathered will be of v-lue to Project IRMA staff and to the
Department of Services in deciding the future use of the
systen.

Detailed Inr*ructions

I. Caseworker:

A. All direct service workers--i.e. caseworkers, case
aides, etc.-- at the beginning of the test period and
each month thereafter should enter identifying in-
formation: location, title, and job assignment.

B. Each form accommodates the workers observations and
comments for four (4) weeks. At the end of each week
staff who have used the system record, for the appro-
priate week ending date, the nuwber of times he used
each subject section.

C. Information Chanzcg --if staff become aware of existing
service facilities that are not in the IRMA system,
or find listings that are obsnlete or inaccurate, they
@re to record the new or corrected information in the
space provided on the back cf the form.

D. At the end of each 4 week period, staff are asked to
give their responses to each of 10 statements concern-
ing their experiences with the IRMA system.

IT. Supervisor

A. At the end of each werck insures that all direct ser-
vice workers under l'is supervison have recorded on the
Log the number of tire~ IRMA waa used, in accordance
with I-B above.

B. At the end of each 4 week period insures that staff
kave recorded Information Changes (if any) and re-
sponded to the statements.

C. Collects all Logs and forwards them to the designated
liaison person on site. :

ITI. Designated Liaison

A. By the 2nd working day following each 4 week segment
sends all Logs to: Office of Research and Evaluation,
250 Church 8t., Room 1220, Attn: Carolyn Cabell
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RETURN TO:OFFICE OF RESEARCH AND EVALUATION - 250 Church Street, New York New York 10013 - 12th flooe/ ATT:Ms. Cabell

PROJZCT IRMA
Field Test - Usage Log

m
: TITLE OF WORKER Li
TEST LOCATION:Check One: ()BGW  (JSSA.  ()OCS-SPECIFY HRD NUMBER ___ ___ JOB ASSIGNMENT ,

NMMBER OF TIMRS USED
IRMA SUBJECT SECTIONS § Week Ending {Week Ending eek Ending t Week Ending -

Consumer Affairs

Economic Affairs

Education

Employment

Paxily Substitute Serv.c:s

Health . P,

Housing

Public Service

Suppori Services to Families
and Individuals

Transportation and Travel

Recreation and Cultural Affairs

Law

Infor-z2tion and Referral

Envir’-r.antal Affairs

Aniga’ Care

0
s OVER == o~

D-130




APPENDIX E: Facilities Surveys

Collection Materials
1. IRMA II
z, IRMA III
Services Coding (IRMA II)
3. Materials
4. Procedure
5. Definitions
Community Surveys

6. Crown Heights

7. East New York/ Flatbush




APPENDIX E: PFacilities Surveys

Collection Materials
1. IRMA II
-~ Worksheet Completion Instructions
-~ Worksheet Example

~ Common Problems




WORKSHEET COMPLETION INSTRUCTIONS

Facility vs. Service
Facility=Place, Location
Service=Program

A facility must have a service sheet, If a facility doesn't
offer a service, we're not interested in it. A service happens in a
facility. Therefore each service must be attached to a facility
sheet. An 2gency must have a location even if it's a desk in some-
one else's office and a service even if it's only offered to a few
people.

The following pages are the present IRMA worksheets. They
are by no means the final input form. On each line is an explanation
of what the line is used for. This is meant as a reference guide.
When you have a question consult these pages first. Then ask a super-
visor if your question hasn't been answered.

A few general points to remember when filling in a worksheet:

1, Items which are * are necessary items. No worksheet is
complete unless these items are filled in.

2. Entries on the same line are separated by slashes. Ex.
dance/music/arte and crafts.

3. An 'x' is placed in every space where the question is
not applicable. Therefore a completed worksheet will
have information or an x on every line.

Explanation of line 57:

1. Program Administration--If service is given by agency
other than the one which administers the facility and the user can't
a y directly at the facility location.

2. Facility Administration--If the user must apply to the
a_ .cy which operates the facility but which is located somewhere
else, insert #2. There is generally little difference between #1
and #2. But sometimes there will be. Example: ABC neighborhood
house runs an afterschool program in P.S. XXX. The program admini-
strator is ABC. Facility administrator is Board of Education.
Facility location is P.S. XXX. Location to apply is probably #3.

E-3




3. Facility Location--most often used. For cases where the
user applies directly to the facility where the service is given.

4. Referral--For cases where an agency which has no admini-
strative connection with the frzility for which the worksheet is be-
ing done refers users. Example: a foster home which accepts children
referred by NYC Juvenile Courts. The court is the referral and loca-
tion to apply. But facility location is the foster home.

Explanation of Service Descriptions
Program Name (Line 38)--only if there is an official title.

Program Description (Line 40)--Broad description or objective. This
may be all the information available and/or necessary. Example:
physical therapy. However, in a casc¢ such as adult education specific
information is needed and it is listed on Program Activities (Line 41)
--In the example above this line might read sewing/arts and crafts/
Spanish. Sometimes an agency gives over-detailed information about
its services. In these cases the description must be a condensation.
For example XYZ Scttlement House gives modern dance classes, ballet
classes, music theory classes and musical instrument instruction.

The program description could read dance/music.

Some information cannot be condensed onto one service Sheet
either because the services are widely divergent (sewing classes and
a well baby clinic, for example) or because the target population is
different (music classes for children and arts and crafts for senior
citizens). Therefore make out more than one service sheet where the
programs and/or the target users vary.

But don't get carried away. A facility which offers 50 dif-
ferent recreation programs (gym, swim, athletics, etc.) at various
times among which is something for every age group probably can be
described on one service sheet.

Program Description--Recreation

Program Activities--Gym/Swim/Athletics/Yoga/Table games

Program Availabilitv--M-Sat 1C-9

Minimum Age--3

Maximum Age--none

Fees--$3.00 yearly fee plus extra fees for some programs.

If this agency alsc offers a day care center, make up a

separate sheet for this. It is sufficiently Jifferentiated from
the other program activities,

E-4
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A SAMPLE VOLUNTARY AGENCY

Soul Savers, Inc. is located at 21 Angel Ave. 1n Brooklyn.
It offers a number of services: religious instruction, counseling
and day care. These are described on service sheets. It also ad-
ministers a sub-unit (sub-facility)--Salvation Neighborhood Center
at 311 Ave. E in Manhattan. Therefore Salvation Neighborhood House
is listed as a sub-unit of Soul Savers, Inc. and is given a facility
and service sheet(s) of its own. On its own facility shee: it is

listed as the facility location and Soul Savers is the administering
agency.

Furthermore Salvation Neighborhood Center runs a summer camp
--Camp Fun in the Sun. So it becomes the administering agency for
the camp and the camp is 1its sub-unit.

Also, Soul Savers runs a program of counseling for teenage
girls at Upper Manhattan Community Center (UPCC). But Soul Savers
does not administer UPCC nor is it a sub-unit of UPCC. The ser.ice
is administered by Soul Savers while the facility is administered by
UPCC, Therefore make out two service sheets--one for UPCC and one
for Soul Savers (when the directory is printed, we'll want to be able
to look up all the services offered by UPCC and by Soul Savers). So
the counseling program should appear twice.

A family tree for Soul Savers would look something like this:

level A UPCC-=-===cwu=a=x Soul Savers-==~=-===~==~ Nat'l Fed. of Soul Savers
level B Salvat.on Neigh[orhood Center
level C Camp Fun in the Sun

E-5




CORPORATE HFADINCS
. IRMA Nuxber

*FS=  For anendine r;ug’oses. If it has @ no, already, it is
*. locater no,
2.Facility Name *FA=  Taral name of tha arency
3,Fecility Acronvm *AC= 411 nemss Qthsr than leral-- acronyms, common names,
¥, Adninistering Agency IRMA £ *AY - 1“:"1' snceding smjosas
§. Adoinister:ng Agency Name *oX- Leral nam= of surervieine arsncy

é

*Sub-units Supervised
FORMAT

(oane 1400 1)/ (hame 2J¢ [0 2)..

*S s

Facilities acd-inistersd by the main facidity, They each

g2t their own facility and service shests,

%

LOCATCRS
7 Room or Floor *RP=  Whers arrlirable
& Building Nace 8L
9 House Number MNm

N
{0 Street Name

*SNea
1- 2+ NX 3= N .
1 iorm;gh Zf::u\,“g-:‘. oy *BR= ' fite in number omly
12.C4ty [our-or-roun os cucens » ¢ }{#c0= If YO, leave blank, For “ueans write in P,0, and k in
# 1F OtHER THan New voRK, ceos 1ine 11,
15 State 2yt N7 & B3R AT aterer i fusTa N Y |
¥
I 21p Code *ZPa |
5" CPD *8P= Skio 4 now unless specifically known
/¢ Health Area S " »
{7 Heolth District WHD= 1 ' " " " "
¥ NGO MOIE Tha
18 General Telephore 3 wiwicks *[E=
PNIGRT I uaeag #/ SEM
[‘7'§;"9Acfiai‘ %elepggne(s‘rg:f“.,f:.:.: *TL= if acplicable, deszribs. % mipht and weakend
ChAdACTORTICTICS i ;
¢ Hotte 17 modes ine 501 uer 9-5, | #HR=9-§ hours of facility not service hours
2 CRO3S Our G-3 4 0 enTER aPPaoPR -
ATL HOURS, SEaSO“AL INFQ 18
—hNYERED ATTES Daify HOURS
2! Tiele of Facility Supervisor |#TI« ‘st nare of rerson
2Z Phone of Facility Supervisor | #TSe If d{fferert frem frrility ricne
* Cigxele one gris
25"Type of Organtzation 57 %) [#ap "6EH "5 meppmar VILINTARY-NON-PROYIT FPROPRIRTAI
1-C1Ty 2-857a=¢ 3-renzmaL BL-fecs

24 Type of Punding Eiéf..';::é{:,;_';_l *Fe/ Just co'e no, iot srecyicg of ~rant,

KIALl:T U TATTEATIONS ] - i1 " r . N
- S enyfy ~eitt; ct Ty F n R

1y Licensing (Pam.\av 0 Lv! *11w f,n."-_z”ﬁz-‘g- :11 tt—J{ 4 vt #. or' Fire eots, var‘y

2¢ Contracting ("r'c:'::tvw"”‘“) ¥CGm  "rly if %row sne i ficr1ly,
fgeneies wiich deu't lizenss but whose stan-ards

z7 Regulating *G=  np- ygad,

Opgomz tions of waichn facility is a merber, no. merel

28 Affiltated *AP= 3 f:ax“tiu:v:r.t. ! v

*
1 SUMMARY CP SERVICES *SSw Seravhiat Lrosd cats~ciias aX, F*\xr?}i(»r{r‘cr-af,*on
GENERAL ZESL2187.0. OR SUMMAI v
OF “uLT IPLES should bs ralstnd to antries on lines 39, b0, and L1,
This lina carves ae lintrces to s Tvica sh at,

30 prvars R Uss sparin;ly, Only if tasre is irportant information
that dcs WU T T Alswir.oom op firn, G-t fr mlitorisl
comantse Rt~ hap tep o fitqeas of the agency,

Q
ERIC S . , \ E-6
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Aruitoxt provided by Eic:

SERVICE DESCRIPTION
IRMA Number

SERVICE WORKSHEET

A A e e e I

*PSe

38
Program Name

*PR= A specific program name, Ex, Smith Ceramics Program

39
Program Acronym

*AN= If spplicable , , = = .

o
Program Deacription
(uom OLSCNIPT ION On OO JGCYIVC)

#SE=  Write enough to explain service. Do not explain use

Ex, physical therapy nof physical therspy for taenagers,

¥l
P(rogn- Activities
OCTAILLO OESCAIPT1ON OF SEAVICE)

*SDe There must be an entry for st lesst one of the three

program lines--38, 4O snd L1,

42
PROGRAM TELEPHONE

#PTa If different from facility phone

iUPERVISOR
! itle of Program Supervisor

wpGa Title nct name of parson, If different from facility superv,

v .
¥ conrin Supervisor's Telephondsbva If difforent from facility or progrem phonss,

FROGRAM AVALLABILITY
Pllours j.u.r 9-5  2-vean-aouno
443 scuooL veam zvsunuu

S-8v annanocMEnT (OTHCAS, speCiry

=/ Use mumber codss then slash specifics,

)

'Y
Capacity Limitations

a 8n 'X' here will lsean unlimited

qy7
Vaiting Liet envea Y orn N

1
Lw]_. Y] or N, not waiting time

ABE o B BT
41

Geographic Description

(L TemaL oescaiprion - €.c.
MAMMATTAN NOATH OF 110 8T)

WCD=/ 83 Mmany numbers as nacessary

kSA= ONly where applicsble ex, Lower East Side

GIBILITY
Yumum Age

baLe 1f 'x' enter, sll ages are eligible

Alla

s
Ma :?n:um Age
K x

Sex cimcLE one sXe M r 3if both eligible, don't circle
ﬁi’o’mral $-vETEnAN #EL-/ use numbers then/ specifics, Do not repest info, from

2-NvC mgsi0CT  3-yu,s, CiTiZEY

4-D1SADVA ITAGED S-PUQLIC

6-H.9. GaaouATE ASSI18TANCE
OTHERS , SPECIFY)

lines L8.52,

s¢
FEES 17 nov atLEvAnT, CROSS

OUT ONE A 0 LEAVE Q@LANK. Ir
FCES ARL CHANGEO, CROSS OUT NONE

AND OCICHINE,

AFEeNONE 1T VOTY varied, condense information

PROCEDURES
Application i.vaik-in *AP= /
§52-wmite  I-mudic
$-ALL OF TME ABuvE
(17 mcreraaL 13 mEquinee, entea
MERE AFYEA COOLO INFORMATION.
£6
Forms and Documents Required | *AR= VWhere applicable
;
otation LT rmITTe
AzERFINGLY Locatio *LA=__ |Use one numbsr, See psge following these worksheets
RAM_ADMINISTRATION
az' et [omeid (ol wpna  TOF oxplanation of this
If different from facility location and 4f known even
Address *PAg
if not locstion to apply, fill in
Telophone *PP= n PRLYy *

R

Keypunoh - aontinued on side &




FACILITY 21711 TRATI

Name FOawal. L1 et *EFNa ITf differant from facility location ar 1if known aven
if not
Address xpp= - M location to apply, i1l in,
Te_ephone *FP=
1
KEMARKS *MMe  se0 1ine 30
¢k j _ '
FACILITIES WHERE SERVICS *SF=/ Must always be fillad in sven §f 4% im 1 -
IS GIVEN not the locatio
i . to apply. This isthe linkape back to the facility
A ~ 2
Peane V¢ [i0 1]/ poame 214 [i0 27, .. shaet, Tdsnticzl s~rvices may be givan at more than one

. facility, "nly ope goryise she
811 facilities giving the ssrvice are 1isted here,

Howeve- ezch facility rust have a3 separate facility rhset

FUNDING
éTSource *Fl= The vla~e for svacifics shont funding %x. GNY®E
‘JAduinxstntor ‘
! s
¢ Re :iplent *F3=Y Usually not knovm. If known, f411 in.
¢S . X
Period *F4m
Function Number KF Sm \
67 j
Authorizing Legislation *Fo=
€ TNDEXTHG \
“*Service Class *1S=
‘?szuords ’ *IK= / N
> For later usa
72 \
Theasaurus Terms ] *]T= -

\

RN S,

———

7,‘Inrget Users *TU= L

L/

all telow are same as on facility sheet
RAXAAFOR OFFICE USE ONLYAa##%

Reall ' reans source of info, Circla »s mrny as anplicable, Othar msans sorething

verification Phone Letter Literature Site visit Agency like
72 Cciicle those which apply) Other, specify_ YR
if we hava one, If nams is taken from Prohar workllhcets, out (FROB FR) aftar
73 Agency Contact Nare Title name,
Address.
Phon~

—

Rescarcher Person who did oririnal reserrch Date [ [.

Indexer \ Date [/ [/

BIBL'OSRAPH: Ry ) ‘ E-8
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Aruitoxt provided by Eic:

R LA R Ly YT

Plaasant Veller

TRHA tlumber wse 1

Yecility Naoe *FA= Cemp Fun in the Sun

Pecility Acronym *C .
Mdministering Agency IRMA & |wava |
Adminfetering Agency Neme *AX= Salvation Neighborhood Cantar
Sub-units Supervise. *SU=

" Fanc 040 11/ e 2400 .. ‘

- ICATORS

Room or Floor WRP=

Building Neme ¥BLe

House Number ¥New

Street Neme *SN=

Borough 1-::\::“5;..;::.'?-“;" “BR= |

City (our-or-roww on aucews r.0.) | #CO=
17 OTMER THAN NECW YORK, CRO3S
State oYY Ev & enten THC APPROPRI- } 45Tm N, YJ
Zip Code WP J
cm L 4 4“]
Health Area YA I
Heslth Dietrict L |
General Yelephone Nmgens | #Ee £09-£09-6096
)

"Epeclel H18thone (HEreacer roua) *TLe
CHERK uusnu )
Houre ir wours anc nor wer 9.3, | ¥HRw§-§ .

CROSS OUT 9-3 A 10 ENTER APPROPRI AT = Ta . e

ATE MOURS. SCABONAL INFO IS
—ENMILALD AFTEA QALLY_HQUAD
Title of Pacility Supervieor *le
Thone of Pecility Supervieor | #IS= -
Type of Orgenizetion ‘;':“Su) #ADa CITY STATE  FEDERAL  VOLUNTARY-NON-FROFIT PROPRIETA!
TeCiTY 2-STATC 3.rLOCRAL  4-rCES
Type of Punding g:$3018 SRS, | ¥TP=/
Licensing (enimanv o-nv) *Ll= o )
ContnctlnLh""t;:tv“""”) *CC»
h!ulottng *RGw
Affilisted *AT=
SUMMARY OF SERVICES #5Se Racrestion/Cemping

QENERAL DESCPPT 109 OR SUMMAFY

or muLTIPLES -

REWARES *RK=
TIAISON CODF. NIMMER wse . ..oV, E~9




ERIC

Aruitoxt provided by Eic:

SEFVICE Di P IPTION

IRMA Number i £ L '
Proyram Nare *PRa . -
Program Acronym *ANe NP N
Prozran Description *5E- Hecrsation/Cemping
(ouaa. ¢sc-127 10n on o8 rective ) |
Program Activities *5D> ’
OLTAILED OCITRIPTION OF ScAviCE)
PROCRAM TEISPHONE [*PTe
SUFCRViIs0R
Titie of Prozram Supervisor MPGe
Program Supervisor's TelephonePVa ,
PROGRAM AVAIIAZILITY L
Hours y.u.r 9.5 2.vran-ouno PHa/ Kl/L hours per day
J sCHo0L vEas 4-summMmER IR i e T
S-8v amsa.zevent (oTmers. seeciry)
- N Le S v ¢ XL
Capacity Linitations pcA= ~ E00 dach two weak session
5 )
Waiting List e~nrex Y or N =11 .
...\S-mmq iao 837X A . v : L . . ‘,.:'e f
Ares Seryed *312%07V. 8 ‘c”':l‘:sc'cr scp=/ 100 -
l N EX P R DR - -_—
- AP . 2
Geographic Description FSAe Lowar “Zast Side Lpet 1o QM
(L rema srscs PTiov - £.G. Do s R TR ETTI T
T MANNATTAN -23tw or 118 sr) ftae e aNa bty sy v gy
ELIGIBIIITY ) ) Ll iaThaR CELy i’_‘“_;""_"- -, _:;'j
Hintoun Age . File 8 : CETTTANT A ht
[\ o e R e L P
- il e - - S STy LTt - - t EEIRUL VURE PN, T S S
Max{mun Age AU 16 . e R c:\" Jenes1e -t len
S LI . . R . Y PSR S i 13 U AL VIS (- UL
TTSekx” €Teiie ¢t FSXe M F
T IR E L TR F TS B (R
- R - S e = .- + = ;- B R - — - - - . vee— LR S SR - fen mnth e — -
Ceneral™ ")l creman [ ¥ELa/ L
2.4 ®cs g T 3eu.s. ciTize: IR S S Oy
4-012a7 /2 TASET SspusCie -~ = - e N Y T T
- s 83 I1STANCE s - —
1’1943{3;;“;3 ’f;uw.;,;} REX LI § ST ! e oo T LI
- R ' T B i “‘ --_.:: ° (RTIE V0 PO S PR ZUEE |
DRI PR WlR L 1S e
FEES ¢ 57 w:ievanr, chosy | %FENONE . 3,00 par we-k.-schnlaraﬁi‘és_uaaﬂaxox.‘ui, L
Q4T DL 4 D LgaAJE BLANK tr {vo0 v 1 ey o T R
FELS ARL -xa~332, CROSS QUL &0 E |- . - . . P . PR PR -
o ANG CES. - B — FURTNS Ne
TROCF YNES Nz RN
e .. ~- P . - —ta - - - - - -
Application Ve AALE N *AP=)
2-wmiTe Iesaa T —
oAbk o7 -Te: aBuvE- - .- - - -
Ff efrgaza. .8 REQUNED, £TER gy
MEAL AFTLN 103CC INFORMAT 10N, . Pao
N Fo e T AR s
Forms and Documents Required [*ARa =~ "™ - R ST TR
- el 1
Lccatlonh'ﬂ‘:“ﬂ‘i‘?-ﬂ?i?;::"" 1 o ) _
£o EH1y }-':‘g...,:: LRIATidn WL r . . -
SRCGRAM A:".‘.‘ I5TRATION A
3 - ey . —_ PUpRe — - - 4
T TTTRrE I R ¥l &) - #55= - Selvation- Netphborhicod @enter
2
YT apa. 1 Ave T, Fanhattan
bre lephone *PPa

; K‘E/P“ﬂgh_,- cortinyed or side &
Sy

E-10
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SERVICE LESCKIPTION

IRMA Numbar *wSe |
Program Name *FRa
Program Acronym AN L
Program Deacription *SE=  Counseling/Adoptio ./Tntake for Camp Fun in the Sun
{ex0a ocscuiprion o 0osective)
Program Activities *SDw .
DETAILEL DESCRIPTION OF BEAVICE)
PROGRAM TELZPHONE *PTe
SUPERVISCR
Title of Program Supervisor [*PCe

Program Superviaor's TelephonePVa

FROGRAM AVAILABILITY

Hours y.u.s o5 2-vEAR-ROUND
J sCHOOL vCan 4-SumMER
3-8y anacgement (otners, speciry)

Fi=/ M-F 11-9/ Sat 12.8

Capacity Linitationa pCA= 300
Waiting Liat cnren ¥ oa N WLe |
100-mann  200-8rONX
Area Served ZfR:§% v o800 dutensl, 100
Geographic Deacription FSAa Lower East Side
{cirenal pescaserion - ¢.6.
MANHATTAN NORTH OF 110 3T)
ELIGIBILITY -
HMinfoum Age FAL=
Maxioum Aga FAU=
Sex CimcLC Oug FSXae M r
General 1., ¢reman . |™Lle/ 1/ Children 8-16 for Camp
2.8ve mgsior T 3-u.s. civizen
4-D13A0VA iTAGED S-PuBLIC
6-4.8. CRapuUATE ASSI19TANCE
(orncns, secciry)
FEES ir nor seLcvawr, cross SFEafGRE 73,00 par week for camp--scholarships available
QUY 04C A © LEAVE BLANK, IF
FELS ARL CMAIGLD, CROSS OUT ONC
AND nESCHIpL,
PROCEDURES
Application 1-vacx-in *APa=/ 1Y
2-wmiTC J-21312
$-aLL OF THE aBuvE
(ir ncremmaL 1s reau oo, coren
NERE AFTER CODECO INFORAMAT 10,
Torms and Documenta Required | *AR= -
Location lZf22304Y, A0u N TIeaT 10y
Lo Apply 3=C8r:balf toCATIO. *a |
PROGRAM ADMINISTRATION :
Nameroauar: [waveld [ cf =
Addregsas FPAg
\
-Telephone *PPm :
Keypunoh - continuad on eide 2 E-11

S




ANMA Nutver *ES= L, ,
Pacility Name ¥PA=  Salvation Neighborhood Cantap
Facility Acronym *MC- e e

U S S ¥
LL__LL_.L]

Administering Agency IRMA ¢ *AY=

Administering Agencv Name *AX= Soul Savers, Inc,
Sub-units Supervised #SU= Camp Fun in the Sun
FORMATY:

foane )¢ 00 1) /{name 2)¢0o 2).. ]

TocAToRS

Room or Ploor *RPe=

Building Name *Ble

House Number MMiNe 311

Street Name *SNa Ave, E
t-mann  2-8RONX  3-saLym

Borough  4-cucens S-s.». *BR~ 1 l

City (our-or-row~ om queens p.o ) | #CO=

IF OTHER THAN NEW YuwK, C3958

OUT Nv & E5TER THE APPRUPMI= l
st.uuz 3 et AR33¢) AT D ¥WT=N, Y

Zip Code ¥2P=s 1 00 O J
CFD ep- |
Health Area e
Health District o= |

NO MORE THAN
Genersl Xelephone 3 aumacss *TE=

FOAMAT: NIGUT #/wxenD #/EvERGENCY §
pec(af &elergone(sgqsra:cvuo s *TL=

CHANAUYAXTSTILS
+ Houra ir wovas amc wor m-r 9.5, | AHR=g-§
CROSS OUT S-U A D ENTER APPAROPRI-I™ - T T
ATET MOURS. SEASONAL INFO IS
—ENTERED AFTES ZAILY HOU2S

Title of Facility Supervisor |*TIe

Phona of Pacility Supervisor |[*ISe

Type of Organization 'satsSuc) |#ADe c1TY  sTATE FEDERAL  VOLUNTARY-NON-PROFIT PROPRIETA!

V1-CiTy 2-STATE 3-PEDL2aL  <-FEES

Type of Funding g:gig;:}}«}};{_‘; *TF«/

RELATE Y Uri R LA TUns — -
Licensing (saiaar oiiv) *Lle
Contracting ‘o"'cér‘ctvtaﬂa“') *CCe
Reguleting MRG=
Affiliated *AFa
SUMMARY OF SERVICES *SSe  Counseling Adosticn/ Intake for Camp 4n the Sun
CENERAL CESZ2IPT:0: OR SuvMary
OF MULTIPLES -
REMARKS MR K=
1
o 4 9
EMC TTATSON CODF NIMMER wse ~-0 7 1 ' E-12
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ERIC

Aruitoxt provided by Eic:

SERVICE LDESCKYPTION

IRMA Number S, L I
2xozram Name *PRe
Program Acroaym *ANa NN .

Program Description
{a40as ocscuisrion on omsecrive)

*SE=~ Religious Instruction/ Personal snd Job Counseling

Program Activitiea #*SD=
OLTAILLU DEICAISTION oF Seavice) T
PROGRAM TELZPHONE *PT=
SUPERVISOR
Titie of Program Supervisor [*PGe

Program Supervisor's Te lephone*PVe

PROGRAM AVAILABILITY

Hours ..., .5 2-YEAR-ROUND
3 scnodL vean 4-3ummEn
3-8 amsa-sement (oruens, seeciry)

Lm_, M-F 10-6/ Sat 11-7

Capacity Limitations

FCAs 500

Wafting List enrem Y on N

e N |

100-man  200-8RONX

2 - -
Area Served ﬁ-;"‘. N "gg‘oog.cag%'f';:

hcpay  300/400

Geographic Description FSA=
(Llft!n CesCaiprTIOVY - €.G,
MASWATTAN wORTM OF 110 3T)

ELIGIBILITY

Minimum Age FALe

Maximun Age kAU

Sex criecLg ot FSXe M F
Ceneral  j.ygreman . |*ELe/ a

2.vv2 mgseogr Jeu.s. citizen

4-D13Arva .TAGED S-puBLiC

G-m.3. c3apuarg AS3isTANCE

{orugns, sreciry)

FEES s o7 IELEVANT, CROSS M 91.(!) Registration fee

DUT O A T LEAVE BLANK, )F

recs asg IMARGED , CROSS OUT NONE

ANG “pstaige.

PROCENIRES

Application f.uacker~ *AP=/ 1

2-white 3219 ¢

-ALL CF THE AmUVE

+F RErganal 18 ArQUiNED, l‘-'!,.

HERE AFTE® CODEO 1NFORMATIOY,
Forms snd Documents Required | *iRe ol
Location 15 730y A0 Iv aTeaTION
£Q Agply2i8seatafy L3:ATI0. *LA= 3|

SROGRAM ADMINISTRATION
Nocgror.e-: fui.dd( o] hd 1 L)
Addrasa *PAy
; Telephone *PP= \

Keypunch - continuad on, side 2
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ANMA Dduzbet o L LI |
Facility Name . *fAe  Soul Savers, Inc,
Facility Acronym *AC= S L o
Administering Agency IRMA ¢ Y I
Administering Agency Name FAX =
Sub-units Supervised #SU= Salvation Neighborhood Canter
FORMAY -

Geane 1400 1]/ feane 2J400 2) ...
IOCATORS
Room or Ploor *RP=
Building Name *BL=
House Number *HNw 21
Street Name *SN= Angel Ave

ToMANH 2-BRONX  J-BKLYN

Borough  4.qucens S.s,i. *BR= 3 |

City (our-or-town on queens #.0.} | *CO=

$F OTHER THAN NEW YORK, CROSS

OUT Nv & ENTER THE APPRCPR)- l
sc.t. ALL g-;.uu I ARUGEY LAY .o: *ST= N L Y

21p Code 2P 11 LL L J
cm *ap- J
Realth Area A L I
Reslth District wp= |

General Telephone '3 wumeens = |#TEa  999-9999

: #
"Tpecial So1e hone (HE meerea o) *TLe
CRAFACTSRICTICS,
¢ Hours ir nouas ant not mer 9.5, | MRa9-§
CrOSS QuT 9-5 A 10 EnTER AFFqunl-IL_‘
ATEL MOURS. SCASONAL INFO 18

LNTEZRED AC~£3 DALY MOURS
Title of Pacility Supervisor |*TI=  Executive Diractor

)
)

Phone of Pacility Superviaor [ *TS=

Type of Organtzation \Sifi'Sc) [#aDe c1TY st FEDERAL VOLUNTARY-NON-PROFIT _FROPRIETA

1-CITY 2-STATC 3-reoCmaL  4-rges
Type of Punding g_gg:;:w‘f‘ b ./

RELATED Croa W 1ZXTLONS o e -
Licensing (saimany 0wy} *Ll=
Contracting (°"'c<':=tvc°""“) *CGm
Regulating *RC=
Affiliated *AP=_ Vational Fadsration of Soul Saysrs
SUMMARY OF SERVICES *5S=  Heligious instruction/Counselinc/Nay Gare
GENERAL CESCRIPTIOY OR SUMMAIY
oFr muLTIPLES -
REMARKS R K=
\)4 . - u.‘ ‘.
ERIC TYATSON CODF MINMMER mse . . ) ' " E-14
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COMMON PROBLEMS ENCOUNTERED WHEN FILLING OUT IRMA WORKSHEETS

Expect problems. Agencles are more likely tn be inconsistent

than consistent.

When you have a problem follow these steps:
l. Try to reason it out., 1Is it just the terms used which are con-

fusing you?

2, Consult this sheet on common problems. Your problem may have

been solved by some one already.

3. ASK. No question is too foolish. Remember that no one has ever

done before what we're doing. That's why there are so many problems.

4, 1If after reasoning and discussion the problem still cannot be
resolved, the following should be done:
A. The supervisor makes a decision and then adds the new

rule to the list for later review.

B. In the absence of the supervisor an editorial note explain-

ing the problem should be left for the supervisor.
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COMMONLY USED ABBREVIATIONS IN IRMA

ASA=Addition Services Agency

Bklyn-Brooklyn

Bx=Bronx

CT=Connecticut

FJP=Federation of Jewish Philanthropies
FPWA=Federation of Protestant Welfare Agencies
GNiF=Greater New York Fund (same organization as United Fund)
IRMA=Information Referral Manual

LI=Lcng Island

NIMH=National Institute of Mental Health
NJ=New Jersey

NYC=New York City

NYS=New York State

QN (QNS)=Queens

SIsStaten Island

UF=United Fund (same organization as GNYF)

UNH=United Neighborhood Houses
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Publicity Literature--Read carefully. Always an attempt to sell

the agency so the literature may not say anything or may actually

mislead the reader.

CORPORATE HEADING (FACILITY NAME)

1. “The"--Drop when it appears ac the first word of the facility
name, but not if it appears in the middle of the name.

Example: Smith Day Center not The Smith Day Center

2. Commonly used names, nicknames, etc. vs. legal names--Under
facility name list the legal name of the facility. On the line
that reads facility acronym write in any acronyms or commonly used
names.

Example: Facility Name--New York Association for the Blind

Acronym--Lighthouse

3. Parts of the whole--go from the general to the specific. Sepa-~
rate by dashes.
Fxamples: Salvation Army-Tremont Corps

Health, NYC Dept of-Innoculations, Division of

4. Office of, Brand of, Division of, etc.--For alphabetizing pur-

poses invert the name so that the specific appears before the

general. Also true for Center for, Commission on, Council for, etc.
Examples: Health, NYC Dept of not NYC Dept of Health

Performing Arts, Center for not Center for Performing

Arts




Do this even within a string of identifiers.
Example: Health, NYC Dept of-Innoculations, Division of-

Brooklyn Branch Office

When you do have a string of identifiers condense the name somewhat.
Pick the two identifiers that identify the most, excluding the main
facility name which becomes the administering agency name,
Example: NYC Board of Educa“ion, Branch of Surviving Services,
Dept of Supplies, Office of Paper Clips
is properly written as:
Administering Agency: Education, NYC Board of
Facility Name: Surviving Services, Brandh of-Supplies,

Dept of

Exception: Private organizations which have '"New York" or "New
York City" in their titles. No inversion. Ex. New

York Hospital.

5. Acronym--Written in on the line reading "facility acronym" (now

used for all names other than the legal name).

6. Also Know as (AKA)--commonly used names written in on facility

acronym line,

7. More than one legal name--What to do if a facility seems to
have two or more official names? Reason it out. Is one the name of
the administering agency? Is one a common name that should be listed
on the facility acronym line? Check the phone book to see how it is
listed there. This problem seems to occur most often with Catholic

agencies,
E-19




Example: Sisters of the Good Shepherd on E. 17 St. operate
two residences in this main buiiding (Euphrasian
Residence/Marian Hall) and two facilities in
other locations. The’main facility sheet should
be names Euphrasian Residence/Marian Hall with
Sisters of the Good Skepherd as the Administering
Agency (with no facility sheet of its own). Sis-
ters of the Good Shepherd is not a facility name.
It is the name of an organization of Catholics who
happen to run this facility among others. Make the
tw> facilities operated in other lecations sub-units

of Euphrasian Residence/larian Hall.

e

8. Abbreviations--Write out except in the cases of New York City
(NYC), New York State (NYS), United States (US), Department (Dept
and incorporated (Inc). Do not use periods.
Examples: Saint Helenc's Residence not St. Helena's Residence
Education, NYC Board of not Education, New York City

Bd. of

9. No facility name at all--if a facility is just called Day Care
Center or Health Clinic, the name must be created.
Example: Urban League has a Head Start program in a separate
facility which has no name. So IRMA calls it Urban
League Head Start Center.
Bronx Office of the Salvation Army should be written

Bronx Office, Salvation Army with Salvation Army re-

peated as the Administering Agency.
E-20




10. Facility Names which include Personal Names--Facility names

begin with the last name. First name or initials appear at end.
Example: Einstein College of Medicine, Albert not aibert

Einstein College of Medicine.

11. Inc.--Drop it from name.

Administering Agency--This is an agency which maintains control over

the important decisions made by the facility. The latter can have
its decisions overruled by the administering agency. Oftentimes the
parent agency created the child facility. Be careful not to confuse
administering agency with affiliation (see section on aftiliation).
UNH, FJP or FPWA are never administering agencies. They are affilia-
tions. Also don't confuse licensing or funding with administering.
Addiction Services Agency funds and contracts with Odyssey House.

The Board of Education licenses Head Start Centers. CDA funds its

delegate agencies. If in doubt, ASK.
Sub-units

A, Listing Services as Facilities
Agencies often list services as facilities. Don't be fooled.
Examples: XYZ Neighborhood House
says it has the following subcenters:
Family Counseling Unit

this is a sub-unit.
1900 Remsen Avc, Bklyn

and Lester Day Care Center this is a service
of the main facility.
333 Flatbush Ave, Bklyn Same address.
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and Adoption Service Call it a service.

331 and 333 are next
331 Flatbush Ave, Bklyn door to each other.

It's hairsplitting
to calil 333 the main
facility and 331 a
subfacility,
The above example of splitting facilities up to make the agency look
larger is obvious. Sometimes agency are located on corners and list
one service on one street aid another service on the other street.

Don't assume this has been done, but do correct it if you are fami-

liar with that corner

B.  Using another agency's facility--Ageacies of ten loan parts of
their facilit'es to each other. This doesn't riean one administers
the other or even that the two agencies are affiliated.

Example: Henry Kaufmann Campgrounds, Inc lets various agencies
use its facilities for day camps. Each one of these
agencles gecrs a service sheet on its day camp with
Henry V=-,fman Campgrounds listed as the facility
where service is given. Henry Kaufman Campgrounds
gets a service sheet with all of the various agencies

. which use its facility listed as program administrators.

Borough--In Queens especially people prefer to ':~e their neighborhood
name rather than the borough. There are dozens of littie neighbor-
hoods witu names similar to towns on Long Island. Check the zip code

map in the frort of the Queens phone book.
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City--Out of town facilities are included if they meet one or more
of the following criteria:

1. There is a NYC office for intake.

2. Referral can be made through an office located in NYC.

3. It offers a service unavailable in NY., such ¢s special-
ized medical care.

4, It is a government or other institution serving NYC resi-

dents, such as NYS Mental Hospitals.

The exception to these rules is the facility located just outside
the NYC borders and heavily used by NYC residents. Example- a com-
munity center just over the Queens border which technically is out-
side of NYC, but the border between Queens and the other city is

effectively ignored by the agency and by the users.

Affiliation--Only if Agency A 1s a member Agency or organization of
Agency B are they affiliated. Cooperation on projects does not equal
affiliation. Federation of Protestant Welfar= Agencies is an affilia-
ticn, not an administering agency because it has no control over the

member agencles. The individual agencies exist independently of

FPWA. In contrast an administering agency has a parent-child rela-
tionship with a facility. Commsh affiliations: FPWA, Federation of

Jewish Philanthropies, United Neighburhood Houses.

Vague, Amorphous, Meaningless Words--Make them concrete.

Examples: Group Work--Recreation? Therapy?
Counseling-;Personal? Job?
Miscellaneous~--What does this mean?

Etc--Again, meaningless.




If it is not possible to establish specific terms to connote these
vague ones, consult the supervisor (or write an editorial note, 1if
supervisor not available) about whether or not there is enough in-

formation for the worksheet i« be considered complete.

Inflated Service Descriptions--If you suspect an agency is inflating

its service list, find out how many people each program serves. The
great camp program may turn out to be 4 kids paying their own way to

Staten Island.

Maximum Age~-Sometimes agencies claim to stop serving senior citizens

after age 99, Does that make any sense on a worksheet?

Fees~--If terribly elaborate, condense.
Example: Age 3-9 $1.00/Age 10-12 $1.25/Age 12-21 $1.50/
Music classes $30 per 1/2 session/etc, etc.
Can be condensed to read $1.00-1.50 depending on age/extra fees for

specific classes.

Scholarships--I1f available at all, say so.
Adjustment according to income--if available, say so, i.e., sliding

scale or bpased on ability to pay.

Forms and Documents Required--No matter how bizarre, write it in if

necessary or if it will expedite matters for the user. If a form or

document is an expedient, rather than a requirement, note it as such.

Location to Apply--Be sensible. If the location to app.y is the Board

of Education, say which office. If the intake for a satellite healtb
clinic in Montefiore Hospital, is it the emergency room? The pedia-

tric clinic?
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PROJECT IRMA
FACILITY IDENTIFICATION
WORKSHEET
* D, , . ., Recorded: Date By
1 5 10 (First card only) Verified: Date By
73 78 (A1l cards) Keypunched: Date By

Verified: Date By

1. Neame of Facility

*FK=J_! L ] [ 1 1 L 1 L 1 1 ] 1 1 L 1 1 ] ] ] ] L -2 4t L 1 10t
11 15 20 25 30 35 490 44
] ) - ] 1 j ;. ' 1 1 ] '} 1 )1 L L1 1 1 1 L b i [ S S lol1 1
45 50 55 60 65 70 72 79 80
L1 1 1 1 .5' A 1 1 1IOI 1 ] 1 1I5! 1 1 ] éol g & b | 55] L ] i éol
51 1] 1 ] ésl 1 1 '] ;OI 1 '] ' 45] A [ ] '] éol ' L 1 55. 1 ] éol
. 1 & 1 ) . | L 11 '] 1 l0l21
61 65 70 72 79 80
2. Name of Administering Agency
*AN=_L L 'l 'l 4 A 1 ] 1 1 4 1 L L 'l A L | N | L 1 L 'l 4 A 1 '] A ) -
1 15 20 25 30 35 40 44
i i A 1 1 A ] '] ] 1 A A | I S A i B L i . | '] i '] L '] ' [} ] 0
45 50 55 60 65 70 172 ‘79 80
Jg1 L 'S A ISL j S 1IOI 1 L [l 1!5[ A 1 A éot L L1 ésl o 2 2 éo.
31 L A L ésl L i 'l 4LaL A 1 .. 45! '3 3 Il gol '] 2 'l ésl '] [ 60l
'] 4 L [] 1 '] '] [ '] '] [l L3 IOI4I
61 65 70 72 79 80
3. Room/Floor/Building
*F1=-_A a0 0 84 8 & & » & 8 4 & & & 8 8 # 8 8 8 B _a & s 2 _4 J_QJ_Z
1" 15 20 25 30 35 40 42 79 80
4. Street Address
*F3=‘ 3 ] 'l '] '] '] '] '] 1 'l ] ] ] 1 4 '] ] A 1 b | - 1 1 5 _ 1 - ' i 1 1
1 15 20 25 30 35 40 44
L0 sy 1 ® %t @ % 8 .t 0 o 4 0 & % & % 8 & % 8 n 4 % _® _‘_Q_‘,é_,
45 50 55 60 65 70 7 79 80
5. City (If NOT NYC)
*F5=LL 1 2 2 st b3 0 4 9 ] e & 1 & 0 _ & 2 & 0 2 &8 & 2 __& &‘l‘
11 15 20 25 30 35 40 42 79 80
6. State (If NOT NY) 7. 2ip Code
*P6=, |, *FT=, , 4 4 ,0,8,
11 16 17 21 2¢ 79 80
8. Telephone
*FT=.L A L 'y A A 4 '] 4 4 1 4 '] | - ] i F 1 N I B ) 'l ] L A L A | - _‘2‘2‘
11 15 20 25 30 35 40 42 73 80
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PROJECT IRMA

FACILITY DETAILS
WOKKSHEET

*ID=| [ S N S G )
75 T0 (First card only)
73 78 (A1l cards)

Facility Name

Recorded: Date By
Verified: Date By
Keypunched: Date By
Verified: Date By

1. Office Days/Hours

4. Affiliation [Licensed by, in

A. *FR;J_ML_IFI lgl-ISL*J |1 |1 '
11 15 20 22 79 80
B. *FR=1 'l e AL A '] 'R i 1 ] A | S N S | ' 1 L i 1 N 1 L 1 i L 1 [l |-
1 15 20 25 30 35 40 44
A 'S L A 1 j 1 Lt . ] A i 4 L i 1 'l 1 ] 'y ] ] L 4 i 1 i J ,l-l l1 ]
45 50 55 60 65 70 72 79 80
2. Season [S!1-Year Round, S2-Spring, S3-Summer, S4-Fall, S5-Winter, S6-School Year ]
*Ez=l i 1 ' L i i 1 AL '] 1 '] il ] 1 ] L i L '] 1 1 L i 1 L i 1 1 | -
1 15 20 25 30 35 40 44
) . 1 [ [ 1 1 1 1 1 1 1 L1 Lt 1 1 ] 1 1 [ | S 1 ' 1 A 4 11 124
45 50 55 60 65 70 T2 79 80
3. Special Telephone
*Ehl L 1 I 3 L L1 L 1 ] 1 L 1 L 2 1 1 1 1 1 1 L 'l 1 'l 'l '] 'l L (] ]
11 15 20 25 30 35 40 44
f ¢ ¢ v ¢ ¢ ¢ ¢ ¢ 1 % ¢t 2 % ¢t $ » 2 & .r 2 2 .32 .2 1.2 t 1.3 _,_LLL
45 50 55 60 65 70 172 79 80

contract with, regulated by, etc.]

- .
5. This facility primarily serves (Circle one)
The Neighborhood The Boro

6. Fees

The City

7. Application Procedures/Documents

8. Capacity/Waiting List

9. Eligibility
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PROJECT IRMA
SERVICE DETAILS

WORKSHEET Service__of _
*¥ID=, , . 4 4 . Recorded: Date By
1 5 10 (First card only) Verified: Date By
73 78 (All cards) Keypunched: Date By
Verified: Date By
FaCIIIty Name *FK=L 1t £ ¢ % . F 2 3 ¢ [ S S S N £ & ¢t @ 9 _]4|O|
11 15 20 25 30 34 79 80
A. Program Name
*N5=l 1 1 1 L B & .t I A N 1 1 i 1 a4 i 1 '] 1 1 A L 'l 1 1 1 i -
1 15 20 25 30 35 40 44
A2 1 ¢t ¢ ¢ 3 & t & p » ¢t ¢ 9§ 3 & 4 » » & 3 ¢ 3 g 3 2 & 3 _|_4_]_1_|_
45 50 55 60 65 70 12 79 80
B. Description of Program Services
*D1=l 1 1 1 21 9 1 1 I 1 1 1 1 5 § 1 1 11 4 1 _1 1§ 1 1 I 1 1 L A
" 15 20 25 30 35 40 44
1 1 1 ' L 1 1 1 1 1 1 1 1 l 1 1 1 1 1 1 1 1 1 1 1 1 ] 1 L ‘4|21
45 50 55 60 65 70 T2
1 5 10 15| [ 20| 1t §5L s 9 30
it 2 ¢t ¢ 2 2 9 3. 3 2t ¢ % 3 3 8 .5 3 ¢ & 3 i &0 4 0 ¢ 1 ¢ .2 ! _],_4_42;_
31 35 40 45 50 55 60 79 80
C. Eligibility
*GL=l '] 1 1 1 1 L ] § B S 1 1 1 1 | N S 1 1 L 1 ] 1 1 [ S N | 1 i i
1 15 20 25 30 35 40 44
A4 & % ¢ 2 2 2 8 i ¢ 8 ¢ .3 % % $ 2 o 9 1 o 1 3 & p._8 ¢ .8 ..I.4_L4...I.
45 50 55 60 65 70 72 75 80
D. Days/Hours Season
.FRzlg ' 1 1 1 21 1 1 1 1 1 L ] b 3 A L 1 ' 1 j i L 1 1 1 i L l4l51
" 15 20 25 30 35 40 44 79 80
E. Telephone
*ED::I A 1 1 ) § 1 L B S 5§ ) l, LJ 1 1 i 1 it 1 ] 1 A A L '] ;| A J4l6l
11 15 20 25 30 35 40 44 79 80
F. Fees
*G(’zl A i A 1 ] 1 '] '] ’'s ) | 1 1 1 1 L AL ;| L1 1 F'y 1 1 1 ;| A b L Jﬁ'_’_'_Z_L
11 15 20 25 30 35 40 44 79 80
G. Capacity/Waiting List
*GK=1 e L L ) | i 1 J J R e | ) 1 'l ) Il 1 L1 __1 ' S | 1 1 i J. L 4L4I80
11 15 ) 25 - 30 35 40 44 79 &0
H. Area Served
*As=| TEN W S WENAY SRS SO UH N S S N N SH SR SN N W NN W NN S SR N N S S WY S W 5 .l.il.a_l.
11 15 20 25 30 %5 40 44 79 80
I. Application Procedures/Documents
*GB=I A A oL 1 SR S i i A 1 L 'l I S | '] 4 ] A i 'l Il A ot 1 4 3
11 15 20 25 30 35 40 44
) ] 2 ] [ 4 i L 1 1 1 1 T 1 L ] 2 kL I 11 A A A ' 1 A O
45 50 55 60 65 70 72 79 &




ADPITIONAL CCMPLETION INSTRUCTIONS FOR CPD 8
FACILITY DESCRI1PTICN

. Reccrd the ID numier on each oI the worksheets from the IRMA printout -

extreme right sidc of* page.

. Enter the date of recording and init:ial each worksheet.

. When all sheets are completed, erter and circle the total number of worksheets

completed for the racility in the upper hand corner cof the Facility Identif-

ication Worksheet.

. Rules:

a. If no data is ent--red for a field, 'X' out the field number. This woculd
occur 1f the IRMA informati.n is correct, the infermation is irrelevant,

or 1f the same informaticr is entered on another worksheet.

. If the informal:i:: is not available but is relevant, circle the ficld

number.

c. If the informaticn will not fit in the space available, compact the
information as much as possible and circle the field number. Record
any missing information on blank space on the worksheet or on an

attachment.

d. If a word ic broken at the end of a line, continue it in the first space
on the next line, assuming there is another :ine for that field. If

there is not anctner line, follow procedure c¢. above.

"C,2 Source Number", bottom of Facility Identification and Service Details

Worksheets

Record the 6 character code assignzd by IRMA. This allows identifying what

organization supplied the informa*icn.




COMPLETION INSTRUCTIONS FOR PROJECT IRMA FACILITY WORKSHEET

Before attempting to complete any of the Worksheet, it is essential to read
through these instructions carefully.

There are four parts to the Worksheet: 1. Facility Identification - contains
information relating to the "facility", defined by IRMA as the place or location
where a service is given; 2. Facility Details - contains furthur information
about the facility; 3. Service Details - contains information referring to
the service(s) given at the facility; and 4. Remarks.

All of the Facility Identification, the Facility Details ‘items 1, 2, & 3),
and the Remarks (items C2, C3, C4, and C5) are directly keypunchable. Because
of this, care should be taken to print information in upper-case block letters -
one letter to a box. Every character requires one space, including punctuation
marks and blanks. NEVER use an asterisk or semi-colon. Only use the number
of boxes designated - do nut add more boxes. If more space is needed, record
the information in item C1. Remarks. Refer to the IRMA Abbreviations List at
the end of these instructions. It is important (and time saving) to use these
whenever possible. Following is an explanation of each iadividual item on the

Worksheet.

Facility Identification

ID - for IRMA use only. This is the IRMA identification number for the

the facility and will be designated upon arrival at IRMA.

{. Name of Faciiity
A facility i3 an agency/organization/institution/tec., eith~r governmental
or non-governmental which provides a serxice. Enter the name by which the

facility is commonly known. If the facility is known by any other name,
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note such in item C1. Remarks.

Drop "The" if it is the first word of the name.

If the facility is the main office of an agency which administers at
least two facilities, enter Main Ofc. as the facility name and enter
the name of the agency in item 3 Administering Agency below. See
Example #2 below.

If a facility is a branch office of an agency and it has the same name
as the agency, enter an uniquely identifiable name such as Brooklyn

Branch or Crown Heights Ofc.

2. Name of Administering Agency
If the facility is directly administered by an agency/organization/etc.
enter its name. Same rules apply as for facility name above.

Example #1 - facility without an administering agency

Putnar. Day Care Center

*Fk=P U TNAM DAY CARE CTR . ....

1" 15 20 25 30 35

Example #2 - facility which is the main office of an agency

Main Cfc. of the Angel Guardian Home

*FK=,M,A,1,M, OF.C . .

115 20 25
*AN=ANGEL, GUARDIAN HOME . .
115 20 25 30 35

Main Ofc. of the New Yor. City Board of Education

*FK=

115 20 25

*aN=-NMYC BD .OF EDUCLAT.ION . . .
11 15 20 25 30 35

Example #3 - facility which is administered bty an agency and does
not have the same name as the agency

Sloane Childrens Center is administered by the Children's
Aid Society

k=S LOANE. CHILDRENS CTR. . .
20

11 15 25 30 35
N0 HILDREN'S AILD. SOCILETY ..
11 15 20 25 30 35
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3. Room/Floor/Building
The room, floor and/or building name in/on which the facility is located.
When the room and floor numbers are known, enter the room first then
the floor; building name follows the room and floor. Separate the
information with slashes (/).

Example #1 - room and floor but no building name
Room 38, Floor 53

*Fl1= L ‘ZI_.I.
25

1" 15 0

Example #2 - room, floor and building name
Room 123, Floor 75, World Trade Center

F=PM (.23 [:E,L, ,Z,!f,éb/,o,g,L,Q, TRADE CTR
11

15 20 25 30 35 40 42

Example #3 - special buildings (Borough Hall, Municipal Bldg.,etc.)
1516 Municipal Building

*F=RM, .1,5.1.5.ZM.U.M.L.Q.L.E@J.Lﬁ.G. -
30 35

11 15 20 25

4. Street Address
The number and street where the facility is located. Use abbreviations
for types of arteries, directions, etc. - See IRMA Ablreviations List.
Do not enter street intersections.
Do not enter st, nd, rd, th, etc. following numbered streets. Enter the
number only. (not 1st but 1, not 2nd but 2)
If facility has more than one house numbter, enter the lowest number.

For Queens addresses, enter multiple numbers separated by a hyphen.

Example #1 - multiple numbers, not Queens

217-219 West Fourth St.

*F3=2.1.7 W 4 ST

1 15 20




Example #2 - Queens address

19-38 Jamaica Boulevard

3=19-38 JAMAI.CA BLVD. . .
15 20 25 30

11

5. City

A city is entered only if it is not one of the five boroughs of NYC.

. State
A state is entered only if it is not New York. States are abbreviated
with two letters using authorized Post Office abbreviations - see

JRMA Abbreviations List.

Z2ip Code

Enter correct Post Office zip code.

Telephone

Enter the telephone number of the office. Convert all letters to numbers.
For NYC numbers do not enter area code (212).

Do not enter numbers that are specifically attached to a service.

Example #! - numbers in area code 212
GR6-1234, i.e. 476-1234 and 476-1235

*FT= -/.2 {~1.2
115 20 25 30

Example #2 - numbers outs .e area code 212 (Rule: area code preceeds
number)

201-623-123%4
*F7=2 01 ~623-1234% . »
11 15 20 25
Example #3 - numbers with extensions

476-1234 extensions 12 and 13

wr=476-1234 X12 X3 ..
30

1 15 2C 25
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Ct.

cz2.

C3.

C4.

C5.

C6.

1
(92l
|

Remarks

Enter any intormation that is pertinent, information that could not
be encoded in the appropriate fields or information that was distorted
by the codiné.

Source Number

A number assigned by IRMA designating the source of the information.
Date

The month (in numerals i.e. 0' - January, 02 - February) and year (in
two digits) that the informaticn was obtained by the source.

Location

A locater number assigned by the source that will enable the source
to find the facility information in the future.

Depth of Service Data

A number assigned vy the source evaluating the quality of the service
information entered on the Service Infcrmation part of the form.
Contact for Additional Information

Person whom IRMA can contact for more detailed information on this

facility.
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Facility Details

t
ID - if IRMA has designated aé ID number for this facility, enter 1t here.

Recorded: Date By

Enter the present date and

Facility Name

our initials.

P faeed

This nsme is used only for cbntrol purposes. Enter any short but recog-

nizable unique name. ‘

1. Office Days/Hours

These days and hours pertain to the office of the facility - not the

service (in many instances they will be synonymous).

Use day abbreviations according to the IRMA Abbreviations List.

Use AM and PM only wher there might be confusion.

Example #1 -

A.
Example #2 -

Example #3 -

Example #4 -

Office open Mon - Fri 9-5
(Circle A. and cross-out B.,, see below)

*FR=1M1-|F| jgl_lSL*J_ -1l1l

1" 15 20 22 179 80
*FR=.‘_ £ 3t ¢ & & 2 1
11 15 20

Office open Mon - Fri and other times - Wed evening
(Cross-out A. and enter all info in B.)

*FR=LMJ-!FD 191—151L |1|1|

11 15 20 22 179 80
*FR=M,~.F, ,2,-,5_‘,[;\&4 EVENING . . .,
11 15 20 25 30 35

Office open Mon - Wed 8:30-4:00, Thur & Fri 8AM-9PM
(Cross out A. as above and enter iafo in B.)

*FR= M, ~W. ,g,:a,g.-.géém £ £ -
11 15 20 5 30 35 40

Office open Mon, Wed, Fri 9:45-1:00 and Tue, Thur 9-3
(Cross out A. as above and enter info in B.)

*FR= 245~ -3
13 20 25 30 35

Rule: You must cross out either A. or B. whichever is not being used.
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2. Season
Enter one or more of the cocdes and/or-a verbal description. Separate

information by slashes. Enter codes before written explanation

Fxamp' e Office open in Spring, Summer and weekends in September
*Eg= S3/WEE
1" 15 0 25 30 35
3. Special Telephone
Enter telephone numbers used at special times, for special purposes, etc.

not general office or service specific numbers. Follow the number with

an explanation.

Example Night number is 467-12%4

*BD-,4,4.7.-.1.2.2.4 NIGHTS , .., ..
11 15 20 25 30

4. Affiliation
Enter the name(s) of agencies which: license, fund, sponsor, regulate,
contract, etc. the facility as a whole, not specific services of the
facility. Specific service affiliations are entered on the Service
Details Worksheet.
DO NOT enter Building and Fire Dept. licenses or the Administering Agency
of the facility.

5. This facility primarily serves (Circle one)
This information is entered primarily to aid in the formation of localized
directories for other areas. If the facility should be listed only in
one localized directory, circle Neighborhood; if in several other
neighborhood directories, circle Boro; or if in all or most directories,

circle, City.

Note: Complete the following only if the facility offers two or more distinct

services and the information is the same for each service. (Exception: #8.

Capacity/Waiting List - if this information is known for the facility as a

whole, enter it and so indicate.) If a facility has data varying from service

to service with some part remaining cvonstant, enter the constant data.

For instance, if a facility offers several services, each with a separate

fee but to purchase any service a yearly membership fee must be paid, enter

"membership fee" (and the amount if known) in #6 Fees. If only a single
service is offered, do not complete #6 - 9 but rather make the appropriate

entrys on the Service Details Worksheet.
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6.

9.

Fees

Be as specific as pdssible. For instance, "sliding scale (or sS) $1 - 25."

Application Procedur s/Documents
Specific application formalities which require someone to do or bring

something to get the serwices the facility offers.

Capacity/Waiting List

Enter both capacity and waﬂting list information if relevant. When
entering capacity, indicate!the number of people the facility can handle
at once measured in some stgndard. For example, 1. 39 beds; 2. 6 children;
3. 2.5 acres; 4. 120 telephone calls and 20 walk-ins per day.

Also enter any information known regarding the length of time from filling
the application form to actually receiving the service. For example,

1. no waiting ist; 2. apply in early winter fgr spring acceptance;

3. two to four weeks.

Eligibility

Information pertaining to those who qualify for the service. Includes:
age; sex; physically and/or mentally handicapped; type of addict; student
level; ethnic, professionesl, religious, community group; disadvantaged;

public assistance recipient; Veteran; etc.
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BEST COPY AVAILABLE

Jervice .e=2ta.ls

One Servics: Iotaila W ckon et 0 T L0 T e vmer epri 2 red by tne
facil.ity. leterm ning tre 4147 ront ac o e Caprm i owomatter of judgment.

Typ-cal ~lues ar:: !, = frrmal name (- adstarti: 7. the fac,lities organizational

makoup {secty rs, dive c_rogyr . cLter oy copvir, ftarle {tulephcne, eligitil-
ity, arv a sere iy art 4, a mark o1 7 oeent w2ttt gL,

Fac: sSsrvie S.ree - 00 Tqu ft omll” G o cLooupp r rignt hand

Aol SO G S SNLNEPS IR AR S, . -

A. Prcgram Nam«
The formal or infcrwal name of a service or group of services, i.e. Head

Start, Fsod Stamps, senior citizen program, housing services.

B. Description of Program Services
A brief but precise explanation of the service(s) offered in the program.
- Por instance, do not enter "education" but rather describe the education

service - "classes in English, typing, tutoring".

C. Eligibility
Information pertaining to those persons who qualify for the service.
Includes: age; sex; physically and/or mentally handicapped; type of
addict; student level; ethnic, professional, religious, community
group; disadvantaged; public assistance recipient; Veteran; etc.

Enter »al11° if everyone eligible.

D. Days/Hours Season
The days/hours and season that the service is available - not that the

office is open. See IRMA Abbreviaticns List for days.
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Telephone
If the service has a special telephone enter it here. If it is the

same as the office number, do not enter it.

Fees

Be as specific as pcssible. For instance "Sliding scale (or SS) $1 - 25.°

Capacity
How many people can the facility handle at once measured in some

standard. For example, 39 beds; 6 children.

Waiting List
Enter "Yes" if there is a waiting list or "No" if there is noi a waiting

list. If YES, describe.

Area Served
From which area in the city must people be from in order to get the
service. Example - Boro; CPD - ~-; Health District #; Lower West Side.
Enter "Citywide" if there are no restrictions as to geographic

location

Application Procedures/Documents Needed
Specific application formalities which require someore to do something

or bring something to get the service.
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IRMA Abbreviations List

Agency - Agcy Hours - Hrs
Association - Assn Junior High School - JHS
Avenue - Av Long Island - LI
Board -~ Bd Manhattan - Manh
Boulevard - Blvd National Inatitute of
Brooklyn - Bklyn Mental Health - NIMH
Bronx - Bx New York City - NYC
Building - Bldg New York State - NYS
Bureau - Bur North - N

Center - Ctr Office - Ofc
Commission - Comm Parkway - Pkwy
Corporation - Corp Place - P1

Department - Dept Public School - PS
Drive - Dr Queens - Qn

East - E Road - Rd

Federation of Jewish Philanthropies - FJP Room - Rm

Federation of Protestant Welfare Agencies - FPWA Staten Island - SI

Floor - F1 South - 8
Greater New York Fund - GNYF Street - St
High School - HS Square - Sq
Highway - Hwy West - W

Rule: DO NOT use periods in abbreviating.
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Alabama - AL
Alaska - AK
Arizona - AZ
Arkansas - AR
California - CA
Colorado - CO
Connecticut - CT
Delaware - DE
Dist of Col - DC
Florida - FL
Georgia - GA
Guam - GU
Hawaii ~ HI
Idaho - ID
Illinois - IL
Indiana - IN
Iowa - IA
Kansas - KS
Kentucky - KY
Louisiana - LA
Maine - ME
Maryland - MD

Massachusetts - MA

Michigan - MI
Minnesota - MN
Mississippi - M®

Missouri - MO

Montana - MT
Nebracka - NE
Nevada - NV

New Hamphshire - NH
New Jersey - NJ
New Mexico - NM
New York - NY

North Carolina - NC
North Dakota - ND
Ohio - OH

Oklahoma - OK
Oregon - OR
Pennsylvania - PA
Puerio Rico -~ PR
Rhode Island - RI
South Carolina - SC
South Dakota - SD
Tennessee - TN
Texas - TX

Utha - UT

Vermont - VT
Virginia - VA
Virgin Islands - VI
Washington - WA
West Virginia - WV
Wisconsin - WI

Wyoming - WY

Rule: DO NOT use neriods in Abbreviating.
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January - Jan . July - July

February - Feb August - . Aug
March - Mar September - Sept
April - Apr October - - Oct
M=y - May November -~ Nov
June - June December - Dec
Monday - M

Tuesday - T
Wednesday - W
Thursday - Th
Friday - F
Saturday - Sat

Sunday - Sun

Rule : DO NOT wuse periods in Abbreviatingg

\/
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APPENDIX E: Facilities Surveys

Service Coding (IRMA II)
3. Materials
- Services record

- Explanation of Services record




EXPLANATION OF SERVICES RECORD

Service classifications are recorded on "Services Record' sheets.
The Services Record is completed as follows:

a. Batch # The Batch # is the page number on the print-
out entitled CIRS N/A List by Facility Number.

b. Facility Name Copy the facility name as it appears on work-
sheet or a recognizable abbreviation. For
second and subsequent "Services Record" sheets
the facility name is abbreviated by using the
first letter of each word in the name of the
facility.

c. Facility Number The number is found on the folder, not on the
worksheet. Facility number must be 6 digits.
Remember to fill in O's.

d. Service # This field (boxes 7 and 8) is completed after
all services for a facility have been recorded
on Services Records. The total number of Ser-
vices Records is then the ""Svc #" and this
number is placed on all Services Records. Each
box must have a number entered in it, even if
zero. For instance, 1f there are 3 Services
Records for a facility, box 7 would be zero and

box 8 three. L—Q-E]

e. Service A six digit code obtained from the Services
Category Classification Code List. Services are encoded

using the explanations found in the Services
Classifications Code Definitions List and its
Appendix.

f. Service Modifiers ) To designate a mcdifier appearing under
g. Clientele Modifier) these headings simply put a check in the
h. Age Group Modifier) box to the left of the appropriate modifiers.

i. Reject Checked when applicable. Refer to Appendix of
Services Classification Code Definitions.
j. Completion Initialed and dated by recorder, verifier, and
Status keypuncher.

k. Service Linkage Filled in when one service multi-class same num-
ber filled in on all service classification
records filled out for that service.




CITIZEN INFORMATION RESOURCE SYSTEM (Prouect IRMA)

SERVICES RECORD
BATCH #
FACILITY NAME:
FACILITY FUMBER SVC # SERVICE CATEGORY gvC LK CARD TYPE

(77777 [7] [TATHTT [T

10 11 12 13 14 79

SERVICE MODIFIER CLIENTELE MODIFIER

16[_] Coordination & Planning 40[_) Physical Disability
17[_] Information & Referral 41[_) Mental Disability
18[_] Technical/Funding Assistance 42[_) Drug Abuse
19[_] Research 43[_] Alcohol Abuse
20[_) Counseling 44[_) Disadvantaged
21[_) Licensing 45[_] Veteran
22{_] Training 46[_) Offender
23[_) 47[_] Transient
24[_) 48[ ] Student
25[_] 49[_] Unwed Parent
50[_) Pamily
AGE GROUP MODIFIER
51[_)
30[_] Children (0-13) 52[_]
31[_] Youth (11-25) 53(_)
32[_) Adult (18+) 54(_]
33[_) Plderly (55+) 55[_]
REJECT COMPLETION STATUS
61[_] No Direct Services RECORDED BY DATE
62{_] Insufficient Information VERIFIED BY DATE
63[_) Questionable Status KEYPUNCH BY DATE

- 64[_])
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APPENDIX E£:

Facilities Surveys

Service Coding (IRMA II)

4.

Procedure




II.

III.

PROCEDURE FOR SERVICES CLASSIFICATION

PURPOSE:

1.

To identify separate services by service category offered
by each IRMA facility in order to generate computer print-
out matching services and facilities.

To build rudimentary service descriptor thesaurus for sub-
subsequent generation of controlled indexing vocabulary.

To test classification and modifier categories (vis-a-vis
adaptability to material) with a view to revision for sub-
sequent encoding operation.

MATERIALS USED

Explanation of Services Record

Services Classification Code List

Services Classification Code Definitions

Services Classification Code Definitions Appendix
Notes on Modifier Usage

Services Records {(blank)

Batch of facility folders to be classified

CIRS N/A List by Facility Number (Computer print-out page)
“ervices Classification Problem Record

Pencil, red pencil

PRELIMINARY PROCEDURES

1.

2.

3.

Read Explanation of Services Record.
Scan Services Classification Code List.

Note sixteen primary classification areas. They are the
areas typed in all upper case letters with classification
codes ending in 0000.

Read Services Classification Code Definitions.

Read carefully sections on FAMILY SUBSTITUTE SERVICES
HEALTH
HOUSING
PUBLIC SERVICES
RECREATION & CULTURAL AFFAIRS
SUPPORTIVE SERVICES TO FAMILIES
AND INDIVIDUALS
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7.

8.

Read carefully Service Classification Code Definitions
Appendix,

Read carefully Notes on Modifier Usage.

If you have any questions on this material, ask your
supervisor.

CLASSIFICATION PROCEDURE

NOTE:

1.

ASK QUESTIONS WHENEVER IN DOUBT.

Your supervisor will give you a batch of facility folders,
the computer print-out page and a Services (1lc gification
Problem Record for that batch. Fill in Ba._h # and your
name on the Services Classification Problem kecord. The
Batch # is the same as the page number in the upper right
hand corner of the computer print-out page.

Check that facility folders in your pile correspond to ones
listed on computer print-out page. To do this, see if
facility numbers of the top :ad bottom folders correspond

to the first and last facility numbers listed on the print-
out. Facility numbers are listed to the left of the facility
name on the print-out.

If they do not correspond, tell your supervisor.
If they do correspond, proceed to Step 2.

Take top facility solder. Check that all sheets in folder
have the same facility address. If they are not the same,
classify only the services appearing on worksheets with the
address listed on the computer print-out for that facility
number. On the Services Classification Problem Record, note
the facility number and the problem,

Skim the services descriptions to obtain an overview of the
types of services offered at that facility.

Look at first sheet in folder. Find lines where sgervices
are described -- under SERVICE DESCRIPTION or PROGRAM
DESCRIPTION.

If you cannot locate where the services are described, ask
your supervisor.

Read the service description., Ask yourself, "What are the
distinctly different activities described here?"

Number those distinctly different activities on the work-
sheet with the service description with red pencil,
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Look at the first numbered activity.
Ask yourself the following two questions.

1. Into which of the sixteen primary service classifi-
cations does this fall?

If you do not think that the service falls into
any category, write down the service activity
description and the facility number on your
Problem Record. Start Step 4 with next numbered
activity.

2. Does it fall into any of the secondary or tertiary
categories of that primary service classification?

If the answer to the second question is '"No,'" then enter
the classification code of the primary service classifica-
tion in boxes 9-14 on the Services Record. Proceed to
Step 5.

If the answer to the second question is 'Yes,' then enter
the classification code associated with the secondary or
tertiary category in boxes 9-14 on the Services Record.
Proceed to Step 5.

1f you are not sure of the answer to the second question,
read the section of the Services Classification Definitions
List which you believe to be appropriate for the activity
you are trying to classify. When determining secondary or
tertiary classification, if Services Classification Defini-
tions are unclear as to whether service activity is included
in more narrow category, classify in the more general
category.

Example: "Curriculum development' would be classified
in the more general category Ecucation
040000 since there 18 not enough information
to determine whether it is curriculum devel~
opment for pre-school programs, elementary/
secondary/vocational programs, postsecondary/
higher educational programs, or supplemental
educational programs.

If you are still not sure of the answer to the second ques-
tion, write down description of service activity and facility
number on Problem Record.

To determine what modifiers should be checked, note carefully
if any of the following are used in the service description.
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10.

a. Modifiers (or some variation of these terms) .

b. Words lisced in Notes on Modifier Usage (or some
variation of these terms).

Check the appropriate modifier box (es).

A modifier is checked when the word (s) or variations
of the word(s) listed in Notes on Modifier Usage ap-
pear on the worksheet. Thirk of them as adjectives

- -further descriptious or recfinements of the service,
A modifier is checked if it provides additional in-
formation in the following three categories:

a) service category

b) description of what is being done

¢) description of for vhom or to whom service is
being done

More detailed information on how modifiers are assigned
appears in the beginning of Notes on Modifier Usage.

IMPORTANT If it seems tc you that all or part of the ser-
vice activity cannot be described by the moldifiers, write
down tne description of the service activity and the faci-
lity number on your Problem Record.

On the Services Record, fill in Batch #, Facility Name,
Facility Number, your initials in "Recorded by" space, and
the date.

You have now classified an activity.

Place a check mark next to the numbered ac:ivity descrip-

tion on the worksheet to indicate that you have classified
it.

Take another Services Record and proceed to the next num-
bered dctivity,

Repeat Steps 4 through 8 uatil you have classified all of
the numbered activities on the sheet you are looking at.

Proceed to next shecet in the folder. Determine whether it
describes a different set of services than previous sheet(s).
If all activities on sheet have already been classified,
proceed to next sheet.

Repeat Steps 3 through 9 for each sheet contained in the
folder. Ysu have now classified all of the distinct service
activities described in the folder.
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11.

12.

13.

14.

Count the number of Services Record(s) you have filled out
for that folucr. Fill this number in boxes 7 and 8 on one
of the Services Records. Place the completed Services
Records inside the folder.

On the computer print-out page place a check to the left of
the facility number indicating that the folder has been
classified. If the facility number appears twice on the
page, link the two numbers with a pencil mark and check only
oae of them.

Complete entire procedure for every folder in your pile.

When £finished, place Services Classification Problem Record
and computer print-out page on top of batch of folders.

See supervisor for new batch.




E:5

APPENDIX E: Facilities Surveys

Services Coding (IRMA II)

5. Definicions
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010000  ANIMAL CARF

Health care, including veterinarian service, hospitals, and
disposal of dead animals, shots, Humane societies, training
boarding, adoption,

Not included: sanitary services such as rodent control,
pigeon control(both under sanitation, or animal inflicted
conditions like bites, legal redress and the like,

020000 BUSINESS/COMMRRCE
020100 Technical/Financizl Assistance (Business/Commerce)

Management aid, managsment training, stimulation of small
business, contract assistance, small business loans, capital=-
i,ing of small business, bonding, profit sharing,

020200 ! Real Estate (Business/Commer-e)

Building construction, use of vacant lots, condemmed and
abandoned property, owner identification, housing renovation,
Home rehabilitation loans, low interest mortgaging, demolition,

020300 Urban Development/Planning (Business/Cormerce)

Industrial development, ur~»an renewal, relocation, site
selection, city planning, community planning hoards, concerned
citizen action on neighborhood or civic issues, Zoning,
community organizing,

030000 CONSUMFR AFFAIRS
030100 Complaints/Fraud Investigation (Consumer Affairs)

Regulatory bodies, complaint centers(for general complaints,

" complaint centers relating to a specific category will be
found unde» those classifications), Complaints on products,
services, professions and practices, Investigation by
governrent agencies, mail frainds, deceptive or unlawful practices,
product testing, labeling and packaging investigation,
Invastigation of civilian complaints against police department,
public officdals, et®., Poisoning complaints(foods), invest-
igation of public solicitation,

030200 Education/Advocacy (Consumer Affairs)

Classes, demonstrations, lectures, publications, promotion
of good buying ha»its, Improvement of household management,
technical assistance is setting up programs, Instruction on
buying on credit, product pricing. Consumer advocacy groups,
lobbying on consumer issues,
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040000  EDUC/ TION
040100  Pre-School (Education)

Headstart, Zarly Childhood programs, Montessori schools

040300 Elementary/Secondary/Nocational (Education)

Programs and lecations of Borrd of Ed, decentralized school
districts, cormunity education centers, Basic Adult education
rundamental education, any programs leading toward completion
of either el-mentary or kigh school education, Alternative
prep schools, fres schools, streat academies, Gre~nburg Law
scheols for public shhool uneducables, vocational high schools,
central Bd, of Ed, orograms, career-oriented seoandary aducation,
scholarships at 2lementary ard prep school level, partial or
full., *ork study, cooverative programs at hish schools, Home
study hirh scho~l level, educational uogra-'ing $o elementary
or secondary level, High school eq .ivalency, General EBducation
diploma, evening high schools, evening guidance centers, mini-
schools wit~in high schoo’s, continuing education for pregnant
te~nagers and unwed motners who drorped out of grade or high
school, College incentive programs that take place in high
school, collage trsting, co"lege orientation, educational
couns>ling, extra curricular school connected programs in art,
social or community affairs, College bound program. Urban
Corps on this level(see also Postsecondary/higher education)

040300 Postsecondary/digher Education (Education)

Admission rrquirements, City and State eniversities, open
enrollrent, college assistance, matriculation of foreign
students, night school. Yjnanaisl aid, government loans,

cor petitive scholarships during college, Programs that have

to do with poing to college apart from that which takes place
as part of a high school setting (a few will be listed in both)
Work study at ~ollege lavel, Professiona) sch ols and courses
post high school., Home stuly at co'lege or professional level.
Urban Corps at thas level.

04OLOO  Supplementary Education (Education)

English as a gecond languare, welfare educat<on plan, classes in

arts an’! crafts, remedial and tuborial education whera not
pecifically oriented toward elementary or high school completion,
ormal classes given by certified teachers,
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050000

050100

050200

050300

050400

050500

060200

PMPLOYMENT
Pre-job guidance (FEmployment)

Testing and direction toward appropriate emplcyment, vocational
career counseling, orientation toward ijob holding, Facilities
which inc'ude this service as well as others will be multiply
listed, iob counselling.

Job Training (Employment)

Specific skills dev-lopment, on the iob training, Manpower
Centers, governermtn programs concentrating on training, with or
without renumeration. Apprenticeship programs.

Job Placement/Referral (Employment)

A1l searvices directed tovard finding a job, Civil Service
offices, city, state and federal, multi-service centers, State
employment offices, for all age groups and economic conditions.
Surmer employment, part time, employment for the homebound. .

Benefits/Insurance (Fmploymant)
VWork connectad benefits such as Social Security, D?sability
benefits, unemployment insuranoe offices, Vorkmen's Compen-
sation, pension plans, etk.

Employment Kelations (Employment)
Union matters, mediation, grievan~e committees, contract
compliances, supplementary services such ~s medical and fatdly
assistance, educational upgrading, t-sting, loans, slcohol
programs, job safety,

ENVIRONM™NT

Sanitation (Environment)
Re-cycling centers, bulk pickups, sewage problems, sanitary
tnspaction (by health or consumer groups) pigetn contrel
rodant control. Cleaning of roads, highways, streets and
sidewalks.

Pollution (Environment)

Groups devoted to regulating and educating the public in fields
of noise, air, water pollution, Lobbying groups.
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060300

070020
070100

070200
070201

070202

070300

Conservation (¥nviromme-t)

Nature conservancy groups, beautification and improvement
landmar’.z preservation, ecology groups,

FAMILY SUBSTITURE STRVICFS

Adoptio. /Foster care

New legal par:ntage, secatarian/non-sectarian for children.
Recruitment of doptive and foster care homnes for children or
adults, Placement/supervision until adpption, foster care
under agency supervision, protactive care for abused or neg-
lected children or acults outside of the home, Intervention dn
the home by apencies on behalf of children, Placement of
families together in -individuals home, Group Care is under
Institutions,

Day Care (Family substitute services)

Family Day Care (Family Substitute Services, Day Care)

Group

Provider and user mothers share service wher2by provider mother
takes up to 5 children a day in her home, user mother deposits
children and seeks specific skills training. DSS inspects
provider mother's home, pays for child care. Recruitment,

home finding.

Day Care (Family Substitute Services, Day Carei

Preschrol, after school, nursery sch:iol in various combinations.
Publicly funded (by DSSSform one g‘'oup, Community MNay Care
Centers, independently funded, special day care for handicapped
and aging, supervised, non-medical care, After school center.

Institutional Care (Family Substitute S2rvicns)

Supervised temporary shelters for children, supervised group,
non-medical csre for neglected or asandoned children or adults.
Facilities whicha re not nursing homes or hospitals., Home for
the aged, ambulatory adults over 60, mental defectives and
other handicapped. Includes treatment of families, Aftercare,
undar Rehabilitative servi:=as,




080000 HEALTH

080100 Nursing and Home Cars (Health)
080101 Nursing/Convalescent Homes

Medically supervised residences for long or short term care open

to all ages, Prepondorance of aged will be in nursing homes, as
they are most likaly to contract chronic diseases, or be the
victims of social neglect. Do not confuse these ‘with old age homes,
which are not medically oriented and take onliy ambulatory clients,
Nursing/Convalesent homes may be the same place, Proprietary
nursing homes are not listed,

080102 Homemsker Services (Health, Nursing and Home Care)

Homemaker aides and home health aids are the titles of trained
profsssionals who ar: sent by agencies into homes on temporary
assignment to manage a household for Someone who is either absent
or incapacitated to keep the family afloat until the homemaker can
take over again, Supervision by nurse or social worker,

080103 Home Nursing (Health, Nursing and Home Care)

Visiting nurse service, public health nursas, hospital sponsorad
home nursing,

080200 Medical Services (Health)
080201 General Health Services (Health, Medical Services)

Hospit~l servic's (oth=r than specialized), including surgery,
clinics, fre= standing and specislized(other than those treating
chronic diseases). Corprehensive care eclinies, neighborhood
health centers. Immunization, x-ray, emergency service, etc,
Child healtn stations, school comnected facilities, vell-baby
cliniss, maternal and infant cars, pre-natal, post-natal, education
for parenthood, Blood donations, dental care, geriatric centers,
health insurance, Medicaid (x-ref Public Assistance). Birth
certi®icates x-raf under Law, Nocuments. Health planning, Health
and Hospitals Corp., neighborhood health councils,




080202 Chronic Care (Health, Medical Services)

Special hospitals and clinics for chronic diseases, comprehensive
racilities who treat, study, rofer or educate the public, Diseases
include arthritis, cardio-vascular, kidney, Parkinsons, cerebral
palsy, polio, multiple sclerosis, diabstes, tubercular/respitory,
cancer, epilepsy, leukemia, hemophilia, allergies, anemia, asthma,
heart, Neuro-degenerative, myasthenia gravis, cyele cell anemia,
rheumatic fever, etc,

080300 Rehabilitative Services (Health)
080301 Treatment (Health, Rehabilitative Serices)

Short or long t2rm in-pati~nt or put-patient hospital and/or
clinical or residential me .icel services including diagnostic,
psychiatric; detoxification, health re-building, chemotherapy,
methadone maintenance, Residential/communal trealment centers
for addicts, incluiing induction, group encounter, r:-entry
skills, vo~ational, community re-orientation where these are
integral part of treatment and take place in the same facility.
Emergancy treatment, physical or mental therapy, community mental
health cent~rs, self-help organizations, for alcholics, group
therapy, voluntary and involuntary trsatment,

080302 Sheltered Workshops (Health, Rehabilitative services)

Diagnostic services, supervision, training, testing, full or
part time employment, or long term workshops program for which
participant may or may not get paid, for thoss unsble to work
in normal outlets (handicapped, aged, etc.)., Includes programs
which utilize products produced, the aged homebound,

080303 After Care (Health, Rehab, Services)

Re-entry facilities, halfway houses for ex-mental patiants,
handicapped, or addicts or offenders; vocational Bkills learned
or re-learned or referral to sheltered workshops, community re-
orientation, counseling, folldw up servi-es, State hospitals
after care units for mental patients, out-patisnt services such
as counseling and therapy which follow full scale treatment,
partial hospitalization, controlled enviromment schooling,
transitional sare,

090000 HOUSING

090120 Facilities, rosidential (Housing)
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050101

090102

(1301.03

050200

090201

093202

!\M’_)OB

g -

100000

310000

Residences, gronp (Housing, Facilities, Residential)
Group residences for men, wemen, aged or families,

Low-Income (ilousing)
Housirg Authority projects, rent supplement apartment, turnkey
housirg, publicity aidsd private development, governrent sub-

sidizing (housing), special housing for handicapped or agad,

Middle Incore (Housing, Facilities, residential)

Services (Housing)
Rent {(Hcusirg, Services)

Rent/ifaintenance offices, assistance with forms, old age rent.
reduction, rent relatad complaints,

vode Enforcemeni/?hergency Service (Housing, Services)
Housing complaints, inspection, discrimination, emergency repair.
Diract emergency relocation,
Legal ussistance, see Law
Tenant/Lardiord Relations (Housing, Services)
General housing problems including eviction, assistance in finding

housing, tenant action, tenant advocacy groups., Legal assistan-e,
see Law,

TNFORMATTON /REFERRAL

k11 general facilities for dispensing information, All specialijed
Information and Referral are tagged under each classification,
Tourists bureaus, radio stations, telephone help lines, ste,

LAW

110100 Tmmigration (Low)

cases, citizenship and relsted problems, Migratory worker
probleis, immigration related services such as search and
location of friends or families, Americanization, reprosentstion .
of alien interests, interpreter services, e

L.egal assistance and represantation in deportation and entry lJ
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110200 Civii Rights (Law)

fields), handicapped, children, mental patients, aged, separation
of church and stats » Personal liberties, polics harr-ssment,

110300 Correctional Services (Law)

Tnstitutions for Jouth, court remanded; State correctionsl
facilities, detention houses, Jails, pre and post sentencing,
bail facilities s reform schools, prisoner assistance, pre-
release progrars » Work furloughs s Prison raform, parole ’
probabion, alternative to incarceration or court intervention,

110400 Courts (Law)

A1l city, state and federal courts and their Jurisdiction,
Good Samaritan law, reimbursement for assisting a police officer,

110500 Documents (Law)

Arbitrarily all documents ¥ill go here, with possible x-ref,
birth, death; marriage, divorce 2 Passport, certificates, visas,
workling papers s contracts and othor lagal papers even if they
pertain to another classification, Facilities where records are
kept, and those where some can be obteined, (not a license or

‘pernit which have their own category)

10600 legal Services (Law)

documents, fields of family problens » paternity suits, divoree,
court connected appesrances » housing, Welfare cases, cases
against the city, Specialized eatsgories like immigration and
Civii Rights law wil]l be left to those sections,

120000 PUBLIC SERVICES. Highvays, streets s Toads, sidewalks s Volunteers and
volunteer programs,

120100 Armed Forces (Public Services)
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120101 Benefits/Family Services (Public Services, Armed Forces)

A1l those relating to men and women currently serving in the
Armed Forces, Scholarships » financial assistance, relocation,
recreational services,

120102 Recruitment (Public Services, Armed Forces)

Branch offices of the Armed F-rces.

120103 Selective Service (Public Services, Armsd YForces)
Government draft, lottery system, offices to which draftees
report,

120200 Emergency Services/Public Safety (Public Services)
Municipal mmergency and prevention and preparation for same,
emergency services for victims of disaster, police and fire

assistance, missing persons assistance, suicide prevention, school
crossing guards, etc,

120300 Utilities. (Fublic Services)
Regulation and delivery of elsctric, gas, telephone service;

complaints regarding street lights, gas meters, etc., Water, the
supply of.

120400 Taxes (Public Services)

Real 9sta.- mssessment, personal income, city, state snd federal,
corprrations, nuisance tax, tax regulation.

130000 RECREATION/CULTURAL AFFAIRS .

130100 Arts/Crafts (Recreation/cultural affairs)

Participation in or viewing of movies, drama, street theatre,
choral singing, concerts, plastic arts, painting, use of
moterials, etc, Not classes which go under supplementary
education.




130200

130201

130202

130300
130301
130302
130303
13ckoo

130500

140000
140100

140200

Camps (Recreation/cultural affairs)

Residential
Sleep away facilities, with intake in New York, with various
lengths of time, camps for special groups. All non-profit,
Day (Recreation/cultural afftasirs, Camps)

City or near-by facilities with summer recreational activities
by day, for specified periods
Cultural Institutions
Museums, planetariums
Libraries, Research N
Parks, Zoos, Botanical Gardens
Sports/Athletics
Fishing and boating permits, playgrounds

Centers/Group Activity

Senior Citizens Center, youth centers, special interests group,
youth programs,

SUPPORTIVE SERVICES TO FAMILIES AND INDIVIDUALS
Counseling/Crisis Intervention (Supportive Services, ete.)

Marital, pre-marital counseling, personsl counseling, referral for
social services, crisis prevention, family :ounseling in field

of parent-child relations, ethnic integration s family life
education, Casework, Bijy Brother programs » youth advisor groups,
adult group therapy, encounter groups s emergsncy intervention,
Child abuse, emergency child welfare services, escort services
and home visiss,

Death and Burial (Supportive services, etc,)

Funeral societies, morgues, autopsy procedures, estate procedures;
public burial (death certificate x-ref to Documents)
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Family Planning (Supportive Services, etc.)

Services connected with abortion. sterilization, genmetic

counseling, contraception, children spacing, vasectomy, forti-
lization rlinics.,

Public Assistance (Supportive Services, etc,)

Income Meintenance

Payments, financed by Federal, state and city funds made to
those whose income is at poverty level or below certain class
categories- old age assistance, aid to the permanently and totally

disabled, aid to the blind, and aid to families with dspendent
children, Hot meals.

Service (Supportive Services, etc,)

Food stamp distribution, Medicaid x-ref to health, temporary
adult shelters, emergency aid, kousing maintenance so2te,  Tspartment
of Social Services Cormunity Social Centers, :

Miscellaneous Personal Services (Supportive Services, etc)

Meals on wheels, invéstigatory services, friendiy visiting,
escort services, etc,

150000 TRANSPORTATIN (Highweys, roads, streets, sidewalks)
150100 Automobile (Transportation)

Auto assistance, insurance, license and registration (x-ref %o
under Law, documents), taxies and their regulation, trucking, etc.

150200 Mass Transit, City (Transportation)

Subway, bus information, routes, lines; and assistan-e, feeries,

150300 Air/Rail (Transportation)
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990000 NON=SERVICE

Defined as performing a function othsr than a direct service

to the citizen-- a bureaucratic, secondary function (another
agency, for example). The Criterian is the nuestion, is the
service available to the citizen himself,
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SERVICE CLASSIFICATION CODE DEFINITIONS
APPENDIX

Supplementary Education: All informal education outside of
school system, not leading to completion of some degree.

Examples: 'Classes in economic theory offered by Youth Programs'
classified as Supplementary Education 040400

"Neighborhood improvements, which include multiple efforts such
as garbage pick-up, street lighting, etc." is classified under
Urban Dev 020300.

CDA service "gynecological examinations, prenatal and postpartum
cara" is classified as 080201.

"Training of youth to operate child care programs such as play-
grounds, after school center, and day camps."

Classified under: 130400, 070202, and 130202
Modifiers: TRAINING, CHILD, YOUTH

Consumers organizations offering discount food purchases are
classified 030000.

Buyers clubs which provide "Training and employment in retailing
and comparison shopping' are classified as 030200.

Note carefully the definitions of Outpatient (HEALTH, Medical
Services) 020201 and Treatment, (HEALTH, Reuhabilitative Services)
080301.

a. All treatment for drug abuse, mental disability, or alcohol
abuse is classified as 080301 with the appropriate modifier
checked.

b. Other services 1a these areas which facilitate re-entry in
these three areas are listed in After Care (HEALTH, Rehabili-
tative Services) 080303.

c. In the areas of drug abuse, alcohol abuse and mental diabi-
lity, the activities of outreach, counselling and education,
information and preveation may be classified in one of two
ways.

If performed by primarily health oriented organization

which performs health seu.ices, categorize under
080000 HEALTH and check appropriate modifiers.
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10.

11.
12,

13.

14.

15.

16.

17.

18.

Otherwise, categorize under 140000 SUPPORTIVE SERVICES
and check the appropriate modifiers,

REJECT

"No Direct Service"
forms a service other
For instance, a facili
another facility,

This box is checked when the facility per-
than a direct service to the citizen,
ty providing an accounting service to

"Insufi ~iant Information" The service description on worksheet
is insufficient to classify the service. For example, "senior

citicens." This tells nothing about what services are provided
to these peopole,

"Questionable status" This box is checked if there is some
doubt that facility should be used in first directory. For in-

stance, a facility would have questionable status if it were
private/profit-making,

Urban Corp = Work Study = Education (appropriate grade level)

045200 or 040300
Enforcement of Health, Administrative Codes

Classifications; 060100, 080000, and 090202
Modifier: Licensing

Supply of water is a utility 120300.
Hot meals, supplemental snacks 140400,
Highways and roads, cross referenced,

Transportation: 150000
Public Services: 120000

Investigation of misconduct of public officials or employees

classified in CONSUMER AFFAIRS, Complaints/Frauds/Investigations
030100.

Loans for building renovation in BUSINESS AND COMMERCE, Real
Estate 020200.

"Direct energency relocation" -- HOUSING, C:de Enforcement
090202

Volunteers are clessified in PUBLIC SERVICES 120000

Child . ;use, ‘e~lect = 140100
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appear on the worksheet. Think of them as adjectives--further des-
criptions or refinements of the service.

Modifiers are checked when they tell you more about

a. the service category

Example: Group Day Cate under FAMILY SUBSTITUTE SERVICES would
require the ""Child'" modifier to indicate that it was
child group day care. The modifier "Elderly'' would be
checked if it were group day care for ihe aging.

b. what 1is actually being done, e.g., counselling, dispensing
information,

c. the people to whom or for whom the service is being performed
(the user).

Example: For the service, "Training of youth to operate child
cdre programs such as playgrounds after school centers
and day camps.'" Each service category would have the

following modifiers checked:

A modifier is checked when the word(s) or variations of the word(s)
Training (what is being done)
Youth (to whom service is being done)
Child (further delineation of service category)
The following is a list of the modifiers appearing on the Services
Record Sheet accompanied by synonyms, definitions, and examples of
service activities which have already been described by that modifier.

IMPORTANT: As you are working, 1if you find a word or phrase which in
your mind clearly is described by a medifier, and it is
not already listed, write it down on your copy of Notes on
Modifier Usage in the space left by each modifier. Your
notes will be used in making further revisions of Notes on
Modifier Usage.

When you have real difficulty in assigning a modifier
whecre you believe one to be necessary, note a description
of the service activity and the facility number on the
Problem List,

COORDINATION AND PLANNING: outreach, community organization, mobiliza-
tion, curriculum Jevelopment, program planning and development

INFORMATTON & REFERRAL: prevention, cducation (as in drug or sex
education)
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TECHNICAL/FUNDING ASSISTANCE: includes profit sharing, liaison with
banks for loans, discount food purchases

RESEARCH: survey, investigation
COUNSELING: advocacy services on an individual basis
LICENSING: permits, official inspection, official approval

TRAINING: job training, training cf paraprofessionals, training for
recreational programs .

CHILDREN (0-13): child, infant, pre-school, youngster, toddler

YOUTH (11-25): teen, teenager, adolescent, young adult

ADULT (18+): mature

ELDERLY (55+): senior citizen, aging, old person

PHYSICAL DISABILITY: physically disablea, physically handicapped

MENTAL DISABILITY: mental health, mental illness, emotionally retarded,
brain damaged, mentally retarded, mental deficient, mental hygiene,
idiocy, imbecility, moronism

DRUG ABUSE: addict, narcotic addict, drug user

ALCOHOL ABUSE: alcoholism, drunkenness, alcoholic, drunk, dipsomania

DISADVANTAGED: poor, poverty group, underprivileged, culturally
deprived

VETERAN: ex-soldier, ex-G.I., former member of the armed forces

OFFENDER: person with criminal record, prisoner, ex-convict, criminal,
person under arrest, awaiting trial, on bail or on probation

TRANSIENT: traveler, displaced, homeless, nomad, wanderer

STUDENT:

UNWED PARENT: unwed mother

FAMILY:

NO DIRECT SERVICE: T .is box is checked when the facility only performs

a function other than a direct service to the citizen., For instance, a
facility providing an accounting service to another facilicy,
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INSUFFICIENT INFORMATION: Ther service description on worksheet 1is
insufficient to classify theservice. For example, "senior citizens."
This tells nothing about what services are provided to these people.

QUESTIONABLE STATUS: This box is checked 1f there 1is some doubt that
that facility should be used in the first directory. For instance, a
facility would have quectionable status if it were private/profit-

making.
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APPENDIX E: Facilities Surveys

it surveys
6. Crown Heights
- Invitation to participants
- Minutes

- Inclusion survey forms
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OFFICE OF THE MAYOR

Y ol S Frore~t TEMA
~ RL L 51 .o. .bers Street, Room 103C
LA Yew Yc k, New York 10CO7
vy ple
. s "‘\, Telephone: 566-1567
De.r

In the f-11 of 1973 Project IRMA published a demonstration
ed=~tion of 2 computﬁ}nssisted citywide directory of government
ani volunt .ry services av.ilable to thw citizens of New York. The
worl wes dune purs-unt to ¢ grent from the Office of Education,
Y, under the -us;ices of the Mazor's office of Administration.

We are nov undertaking a project (also in fullfillment of grant
re juirements) to develop a mcdel for u neighborhood directory which
will provide infor.i:tion in grecter depth und apply new indexing
tools receatly added to thc system. Crown Heights, or Brooklyn CPD
8, hau beer selected as the "neighborhood" znd, in order to design
a directory that most ciosely conforms to community needs, we are
re tecting the coorerction of agency pcople from the community to
aid us in the udevelopment cf this test model.

Lecovding Ly, you <re invited to @ preliminary meeting which
wi.. tuke plece on Monday, Marcn il 2t 2:30 at the office of the
Departrent of Community Develcpment, 303 Albany Avenue. Project
IRMA is irdebied to that olfice for this invitation. At that meet-
iny the st.ff of Pooject IRMA will describe the scope of the project,
wh~t Leief:ts reprecentziives of Cirown Heigh.ts' agencies can expect,
and whot we, -n turn, need in terms of resources and conculting help.

I lock forward tc¢ meeting ycu Mcnday.

Sincerely

Rae E. Brooks
Director, Project IRMA




Summary: meeting in Crown Heights ONG

The current IRMA city-wide demonstration directory, developed
under a grant from the 0ffice of Education, was described and

a plan for a model neighborhcod directory outlined. The plan
was presented to the participants as a cooperative cne. IRMA
stated its need for comxunity advice in terms of ideatification
of community resourcesg, inclusion criteria, entry informaticn,
directory format and perscnnel resources allocatable. IRMA's
contribution would be in the area of keypunching, computer pro-
gramming processing and storage, indexing, and staff experience
in directory compilation.

The initial product of the joint venture was seen as a community
directory in computer print-out ferm to be given the partici-
pants and used in selected test-sites.

IRMA's conittment to a qualiiy preduct will rot end with the

grant deadline (April %0), nor will its relationship with the
community representatives - who will continue to act as liaisons
and advisurs. The directory resulting from thegse combined re-
sources will be readily updatable and procedures will be estab-
lished to insure its currency on a continuing basis. Countinued
compunity cooperation will 21s0 ineure that the directory reflects
the wishes and resource needs of a representative group of the
users themseives.

Materials, comprised of fact sheets on IRMA and examples from
the directory, workshzets and workshect 1n§trugt10ns were handed
around. Three questionaires to 4o with criteria and resources
were also distributed.

Discussion foliowed, centering on cocedinating the objectives of
the various groups represented, defiring the kinds of organ@zat-
jens to be inciuded in the directiory anu the various vays dirsct-
ory information is used. Also digcurwced were various gqrms a
dirsctory can take - differences in order, izdexes, subject class-
ification etc.




Sore tentnlive corsonsus s reacheld.

1. Consolidatiing lints, descriptions and indexing same would
benefit cngoing community projects. (IRMA had already
receivea :nd keypunched the DCD lists and at the meeting
r-ceived riterial from Miso Yincks of the Comrunity cor-
poration “nd Fr. Williams of ihc Crown Heights North
Milti-Service Center).

Two kinds of usage were envicioned for the product: eas a
resource for community iunvoiv ment, and as a referral
tool - tre latter being the directory's primary function.

The emour.t of resources llocated to the project from the
agencies represented would determine the amount of info-
rrtion t¢ ke inclded in the directory.

A second meeting (M:rch 1% at the ONG offices) was agreed
to, for the vurpcse of resolvirg further criteria, deter-
miadns specific torsks and preparing a working schedule.

Rac Brouks - 3/12/74
Director, Project IRMA

Participants:
Duhan - Office of Nei;nbcrhood Gov :rnmert
Tiller
Levy

Webber - Departmeut of Cormunity Tevelorment
Kertin

Foster - Urbtar Loigue

Spindell - Oftice of Community Services

Williams - Crosn Heights Worth Malti-service Center
Hicks - Ccrmu:ity Corperation

Bonbarrzult - Brooklyn College

Brooks - IRMA
Eagtman

Posatko




Summary: meelng in Crown seights CONG

IRifA reiterated the need to encode data immediately in order to get
coded material to the key punch sarvice the first of the week.
ManpowWer was discussed with each participant reporting that

* currently manpower was limited to their own services. Materials
distributed included a sum::ary of the previous neeti .¢, a combined
list of DCD and IRFA facilities, a proof (na.12, address, telephone,
season, hours, ccded services) of TRIA facilities listed for CPD 8,
worksheet instructions and coding workshests.

From the TkMA proof 1ist, participants assizsned themselves & portion
of specific facilities to research and encode. The worksheet was
explained, item by item, and Mr. Spindell offered to collect and
deliver them to IRMA for editing and keypunching Friday afternoon.

A new meeting for analysis of encoding problems and new task assign-
ments was scheduled for Monday, March 19, at 1:30.

Ras Brooks - 3/14/74
Director, Project IiMA

Participants:

Tiller - Office of Neighborhood Government
Levy

Kirtin - Department of lommunity Developmant
Spindell - Office of Comnunity Sarvices

Hicks - Crown Heights Community Corporation

Brooks - IR
Bastman
Posatko




Summary: mesting in Crown Holghts ONG

The last meeting of the IRMA-Crown Heights cooperative project
was a work session devoted to a review of the worksheets filled
out to date from the IRNMA proof. Workshsets wers exchanged for
evaluation, comments on worksheets were made where participants
had personal knowledge of the fac“lity. OSome decisicns were
made on exclusions: specifically Montessori as too expensive,
OTB as inappropriate, and a nursing home where conditions

were found to be too poor for conscientions referral.

Some corrections to the woriksheets were made, many were left

for the IRMA staff. Instruction in worisheet encoding was

given to two new participant agency represertatives. New

work assignments were accepted: spscifically, Open City offered
to be responsible for their own facilities and loecal schools,
Catholic Charities, their own offices and releted churches, a nd
DCD the encoding of their remaining researched facilities after
matching with IRMA's 1list.

Alnew work session was scheduled for March 20 - same time and
place,

Rae Brooks - 3/19/74
Director, Project IRMA

Participants:

Kirtin - Department of Cormunity Development
Jacobs~-El

Dinsmore - Operation Open City, Urhan League

Easter - Cstholic Charities
O'Reill

Brooks - IRIMA
Posatko
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B. Cardidate facilities not in Crown Heights

- Crown Helghts residents are referrcd to, and require information
about, facilities not located in the Crown Heights area. List
those agency types that in your opinion would be useful in a
neighborhood directory: 1. 1listed, or fully deseribed, 2. locations
3. Keason.,
city
Examples: Recorded messages - listed - anywhere - serve entire

Emergency Neoa /Hotlines - listed - anywhere - "

Gov. main offices - tull - Wash/Manh ~ centralized
. service

Unique services
- . : -(such as a personalized transporations
) service for the handicapped in wueens
, or the Negre Scholarship Fund in Manh)
Borowide offices (Bilyn) - rerforms unique function

State Hospitals - lécal resicents are asusigned

r”’/,,/’liist :f&i:r Where | = Reason |
- ~

-| Agency Type

Remnrgé
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AGLIICY:

ADLr38:

Telephone:

Director:

Meeting participants:
Official IRMA liaison:

I Criteria

A. Crown Heighits Cardidate -facilities . inclusion

IRMA has, in the city-wlde directory, excluded cormmunity agencies
with narvow geographic service areas. Follwing is a list of some
herstofore excluded organization types. Indicute next to each
type if in your opinion it would be useful in an information and
referral manual: 1. with limited information (e.g. in a list) or
2, with "full information" or 3. not usafule and the ‘reason (1i.s.
for referral purposes, r:ailing lists, resource allocation,
geographical distribution refersnce, community organization etc.).

Useful Not Usefu Reason

Churches/Synazogues

Block Asscciations

Tenant Groups

Civlec Organizetions

Businessss i

Political Uroups !

Boarda/Councils etec.

Euying Clubs ‘

Cther

Ronurks:




- ACPENDIX E: -Facilittes Surveys - - - : -ttt -

Communitv Surveys

7. E:st New York,/Flatbush




SELECTLONS FROM ON-SITE SURVEY OF SERVICE DELIVERY

AGENCIES IN EAST NEW YORK AND FLATBUSH, BOROUGH

OF BROOKLYN

Introduction:

Project Irma, in it's efforts to present to the public a
comprehensive listing nf all useable services in New York City,
embarked upon a drive to locate community based services that
_would otherwise go unlisted unless other methods were implemented.
Previously, Irma has relied heav11y on getting 1istings of ser-
vices from other city departments, directories, city files, etc.
One of the draw-backs in this approach to locating agencies is
that small community base agencies that do not come under the
auspice of large governmental, private, city, state and volunteer
agencies would not ordinarily be reflected through the normal
channels. Many of the small community agencies, groups and organ-
izations don't have any affiliation outside of the immediate com-
munity. Church groups are typical examples of the aforementioned.

A second year community organization student from the Adelphi
School of Social Work was assigned to Project Irma on October 3,
1972, His primary assignment for the first semester was focusing
on locating community base services in two (2) communities in the
Borough of Brooklyn, East New York (CPD #14). The way in which
these two communities were chosen was based on the following:
compare between the poverty commuaity (services and resources) and
one fairly stable¢ community, work in a target community (East New
York) in conjunction with the Department of Social Services who has
launched pilot project in terms of setting up a satellite office,
observing trends in communities to determine if services follow a
certain pattern as it relates to agencies moving, leaving or cut-
ting back on certain kinds of services which would reduce Irma's
reliability.

Considerable work and effort were spent combing the streets
and dark alleyways in search of community base groups, organiza-
tions and agencies in the East New York community. There was no
doubt that East New York has as many, if not more, swall store-
fronts and corner churches than any community in the city of New
York. However, other than the summer months, when city funds,
state and federal resources are plentiful, nothing exists for the
next nine (9) end one (1) half months. It must be realized that
my mission was not to duplicate listings of agencies that Irma
has; such as those affiliated with broader service delivery units,
but rather small community agencies and resources. I did not,
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however, locate any agencies in East New York for Irma's usage;
mainly because non: me* Irma's criteria in terms of being func-
tional. I have included in this report a list of the large agen-
ciles that are viewed by the community as servicing many within
the general population. I will also list the churches and store-
front groups that function during the summer months and die out
in the winter; other than a periodic meeting place when crises
arise. The middle portion of this report will deal with services,
resources and a general description of community district #14 -
Flatbush; followed by correlation of services and resources be-
tween East New York and Flatbush.

In order for the readers to understand and become aware as
to some of the reasons why East New York service systems are the
way tney are today, one must acquaint himself with the history,
demography and trend of this community.

Community Planning District #5, called East New York, is the
largest district in Brooklya. It has a total population of
165,328 and a youth populatinn of 48,724. I shall demonstrate
that the entire district is a community in trouble and the core
area, our target area, is a community in the process of an on-
golng crisis. The core area has a population of 64,487 with a
youth population of 22,160. These people are distributed through
approximately 250 high density population blocks. Limited public
housing is available in this area; but the bulk of the housing is
deteriorating and delapidated. Services are inadequate and rare.
In the last ten (10) years delinquency curves have turned sharply
upward; which is considered by many residents as a priority prob-
lem. Inter-group relations are explosive. The community burst
briefly into the papers last summer in a clash between the Puerto
Rican community and the Black community. In January of 1972, en-
raged members of the Puerto Rican community with members of the
Puerto Rican Liberation Army, seized the Community Corporation to
make their demands heard. This struggle exists over the few and
inadequate resources coming into a desperate community.

The boundaries of East New York and the boundaries of the
core area are listed below. East New York contains approximately
650 high density to medium high density population blocks. An
additional 40 blocks are predominantly occupied by industry. The
core area contains approximately 250 high density population
blocks.

EAST NEW YORK BOUNDARIES

North: Broadway, Conway Street, Cemetery of the Evergreens,
Brooklyn-Queens Borough Line; Highland Park and
National Salem Field, Cypress Hills, Miamonides and
Mt. Hope Cemeteries.
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East: Brooklyn-Queens Borough Line
South: Spring Creek Park

West: Fish Creek Basin to Flatlands Avenue, Flatlands
Avenue, Louisiana Avenue, Linden Blvd., Van Sinderen
Avenue, Liberty Avenue, Slone Avenue.

C(ORE AREA
North: Atlantic Avenue

East: Fountain Avenue

South: Linden Boulevard
West: Van Sinderen Aveiiue

A -welve year history of the core area of East New York shows
tremendcus change., A mass migration of people occurred, services
disappeared, residential buildings, community centers, and stores
were abeéndoned. Racial tensions mounted throughout the area. Be-
tween 1960 and 1966 the population in the core area shifted from
85% Waite to over 80% Black and Puerto Rican. A community was dis-
embowled, it's guts, the jobs, services, and financial resources
necessary for health, fled to surrounding areas or out of Brooklyn
altogether. Each of the aforementioned factors reflects & condition
of the youth of the community or a condition which affects the youth
of the community. It is doubtful that any one homogenous-geographic
area in the city of equal population could reflect a higher degree
of social pathology.

The following is a ranking of Socio-Economic problems:

Problems Rank
DELINQUENCY 1
FINANCIAL ASSISTANCE 2
OUT OF WED BIRTHS 3
INFANT MORTALITY 4

The core area in CPD #5 in Brooklyn have one of the highest
delinquency rates in the city. Whereas, the Juvenile Delinquency
rates in 1970 for Brooklyn were 92.2 offenses per 1,000 youths and
for New York City as a whole was 77.5 offenses.

NOTE: STATISTICAL DATA WAS OBTAINED FROM THE U.S. GOVERNMENT CENSUS
FIGURES FROM THE 1960 AND 1970 CENSUS. SOME OTHER FACTUAL MATERIAL
WAS GOTTEN FROM THE YOUTH SERVICES AGENCY - EAST NEW YORK DISTRICT
OFFICE.
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A GLANCE AT EAST NEW YORK:

Some of the many contacts that I was able to make while carry-
ing out my mission in East New York consisted of the following:

Mr. James Patterson, District Coordinator
Youth Services Agency
Telephone Number: 499-4920

Mr. Oliva Taylor, President
East New York Alliance
Blake Avenue-Brooklyn, N.Y.

Mr. Granton, Neighborhood Youth Corps
- East- New York Community Corporatiom

505 Sutter Avenue

Telephone Number: 345-6635

Mr. John Bradman
Cypress Hill Community Center
475 Foundation Avenue

Mrs. Bessie Gray, Supervisor of Child Clinic
East New York Mental Health Clinic & Mr. Charles Jones
East New York Mental Health Clinic

Ptl. Cody, Public Relations - 75 Pct.

While surveying agencies and organizations in the East New
York Com—+ ity, a common concern among the Black residents was,
the White residents residing in the affluent section -- below
Linden Blvd. received all of the resources coming into the area.
One gets the feeling that iLhere is both unrest and apathy in this
community. I must also add fear as well. On several occasions
while touring the area it was common to see stores robbed or old
ladies afraid to walk the streets. Once I attended a community
meeting at the Mental Health Clinic whereby a large turnout of
agency representatives were expected, but instead only five people
showed. This hand full of people, serving as spokemen for the
community complained about services moving out of the commuunity.
They sited the Pride of Jedua as the latest agency to move away to
Queens. Others feel that Ocean Hill Brownsville got all of the
attention and in terms the city poured services into Brownsville
at the expense of East New York. The younger leaders are advocat-
ing violence as a means of getting additional services. Many pro-
fessionals are apathetic. On the other hand, the large churches
have well structured programs and projects for the young and old,
but memters only are the consumers of these services.
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Small storefront agencies such as, Penn Action, Sheridon
Black Association, Puerto Rican Mothers Group, United Georgia
Black Association, Church of the Holy Redeemer, flourish doing
the summer because of funds in which to operate. The winter
months usually see these groups operate when a police officer
kills a teenager or a slum landlord cuts off the hot water.

Glancing at the long list of service agencies in East New
York, one may get the understanding that this community has a
surplus of resources. My bservation and direct communication
with the target population leads me to believe that those ser-
vices, since they are not, for the most part, located within
the -tcrget areas are net utilized. - The pecple see -them-2s non- -
existent or not geared to meeting their basic needs. Further
exploration in this area may prove worthwhile.

COMMUNITY PLANNING DISTRICT #14 - FLATBUSH:

Flatbush is undergoing a transitlon, but from a service
delivery point of view, services are more plentiful now than
ever before. As one tours up and down Flatbush Avenue, you see
visible evidence of new services, city affiliated services being
operated out of beautifully equipped storefronts and churches
operating day care programs and youth activities. My stay in
Flatbush was short lived; mainly because my assignment in this
community was not geared to take on the same involvement. CFD
#14 was to gather a list of these agencies that were not listed
by Irma. My focus was not on how the community perceives ser-
vices, nor the utilization of services, but rather locate ser-
vices. My contacts in performing this task evolved around; Mr.
William Hilland, Medical Intern - Downstate Medical Center, Mr.
Donald Ross, Borough Coordinator - Youth Services Agency, Mr.
Lenny Khaan, Assistant Area Coordinator - Youth Services Agency
and Mr. Adams, Director of Adams Day Care Center.

As one performs a survey on resources within a given com-
munity of this nature, it's automatic that the surveyor gets a
feeling tone of the community from the perspective; at least of
the people he comes in contact with. However, it may not re-
flect the total community and their perception.

My first contact during my four or five days survey in
Flatbusi-CPD14 was with Mr. Donald Ross, Borough Coordinator of
the: Youth Services Agency. Mr. Russ felt very optimistic over
the attention this area is receiving from the city. He mentioned
a host of services being planned for said area; nearly all are
either city affiliated or private sponsored, but yet are opened
to the general public. Drug services and facilities appear to be
top priority. Services for the aged dre also recelving attention.
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While Mr. Ross explored with me services in this area, I did

not record any since Irma already has methods of easily getting
them.

Mr. Kaahn, Area Coordinator-Y.S.A. proved very resourceful

in my attempt to locate services. (Please note geographic bound-
aries of CPD #14.)

AVENUE P TO OCEAN AVENUE
WINTHROP STREET TO AVENUE S
EAST TO WEST NEW YORK AVENUE TO CONEY ISLAND AVENUE

Mr. Kaahn reinforced Mr. Ross observation in terms of resource
distribution. He described CPD #14 is another Park Avenue South
when it comes to services and agencies. Downstate Medical Center
is seen ‘as spear-heading production of services. In Mr. Kaahn's
words, '"Downstate has a host of services, some new and some old."
An example is Loft, which was recently changed to 846 Project,
located at 846 Flatbush Avenue. This Project is primarily a Day
Care Drug Service Agency.

The Adams Children Center was described as another facility
for small children. The Jewish Board of Guidance - 1480 Flatbush
Avenue has implemented programs for pre-addicts. I realize that
Irma has a listing or can readily get them, however this is an at-
tempt to point out how this area is flourishing with new innovative
services; especially for a middle class neighborhood. Later in

this report, I will outline resources that may not ordinarily appear
in the Irma listings.

Other than services coming into CPD #14 for teenagers, this
area has one of the highest number of senior citizens residing
within it's property- 560,000. Unlike CPD #14, CPD #15 is not re-
ceiving services; due to the stability and wealth of the latter.
Landlords were viewed as conscious minded and a key in the future
of CPD #14. Several remarks were made abcut how much pride and
dedication landlords have in their efforts in maintaining sound
buildings. The latter is far from the "Cry™” in East New York.

As you will later reivew a 1ist of services and resources in
this report, it seems as if all major service institutions;
churches; merchants, associations, political clubs have mobilized
around some service component.

I feel that I must caution the readers because my contacts
were centered around those social service delivery workers who are
new to the area. I question how those view these new services who
have functioned in this area for ten or more years. There were no
contacts with old established home owners residing in CPD #14.
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Other areas need further exploring are; how many of these services
cross over racial, religious and special interest group lines.
Despite these unanswered questions, those people whom I had contact
with are optimistic over the future service systems in CPD #14 -
Flatbush.

GRASS-ROOT ORGANIZATIONS, STORE FRONTS, SMALL CHURCHES AND FRATERNAL
ORGANIZATIONS:

I eluded to the fact earlier in this report that East New York
Community is a dying community in regards to service delivery systems.
At this time, I would like to focus briefly on the store-fronts and
small community-based groups. It should not come as a surprise that
generally speaking, a poverty community, such as Fast New York, does
not have function1l community based agencies, ,roups, small churches,
etc., for the following reasons; usually a poverty stricken area
leaves it's residents psychologically crippl -4 to the point of not
having enou;h energy nor resources beyond that ot everyday survival.
In other words, geople in this community do not bave adequate homes,
police pcotection; therefore, community pride, community organization,
etc., are secondary. There is not many thLings in East New York to be
proud of, as I so vividly pointed out previously.

The following is a list of the many store front organizations
that are found in East New York. I will describe the nature of these
organizations and their limitations and why chey are limited:

1. East New York Alliance
President - Mrs. Olivia Taylor

2., Penn Action, President - Mrs. Glover
656 Sutter Avenue
Brooklyn, N.Y.
Telephone: 385-3887

3. United Georgia Black Association
483 Georgia Avenue
Brooklyn, N.Y.

4, Church of Holy Redeemer, Contact - Mrs. James Capers
2424 Linden Blvd.
Brooklyn, N.Y.

5. The Concerned Mothers of Bradford
East New York (No. Main Head Quarters)

6. Sheridon Avenue Black Association
55 Sheridon Avenue - Contact - Mrs. Searing

7. The Puerto Rican Mothers of East New York
(No known address)
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One common quality about all of these groups is that other
than the summer months, they are crisis oriented. The summer, I
was told, the community cooperation contacts out to these agencies,
funds, resources, (buses, equipment, supplies) jobs and staff.
They in turn, sponsor a host of summer recreational programs, field
trips, to Bear Mountain, Summer Day Care Centers and others. They
attract hundreds of parents and teenagers during the summer. How-
ever, the winter finds these agencies closed; except for a meeting
place for parents to gather peridocially to exchange complaints
about the terrible conditions, slum lords lack of interest, or maybe
they meet to mobilize around negative overt police action.

Specifically, the Sheridon Avenue Block Association, for example,
even doing the summer months, patronize people within their geographic
block area; the Puerto Rican Mothers work for Puerto Rican affiliated
with their summer programs, Penn Action has been known in the past to
work on welfare rights concerns, and pressure groups influence on slum
lords to improve apartment buildings. There seems to be no coordinated
effort by these groups to work jointly on community-wide projects and
problems. I support that the Anti-Poverty Agency, East New York, des-
pite its many internal problems and mixed image by community people, is
considered as the main body to coordinate local services and operations.

COMMENTS:

I noticed while surveying the two communities - East New York and
Flatbush, many agencies are aixious when people come around inquiring
or asking questions about their services. I found it more so in East
New York. I do not have enough evidence to speculate why this is so.

My approach to entering new agen~ies as a way of reducing anxiety was
to use relationships of other people, and in turn, they would intro-
duce me to my "Target System." I found the latter to be very effective.

Jrma is concerned about covering all functional community-based
agencies, If East New York is any example; poverty communities do not
have unaffiliated city, state, federal agencies because there is not
free money available, like in the 60's where private groups emerged.
Therefore, I would venture to say, Irma, by utilizing city directories
and other conventional methods,will include almost all service systems
in the various community planiting districts. One unusual variable in
East New York is that housing and welfare services are the two most
requested services in said community.

My personal feelings about my assignment in carrying out this
survey is that it was quite informative. I was able to learn about
the service systems in two communities. I improved my skills and
techniques on surveying agencies, plus it was a learning experience
where I could apply classroom theory to practice.
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1. Instructions




GUIDE TO IRMA - for users

IRMA is the name for your Ilnformatien Referral Manual. The
complete set consists of three large Rolodex files and one small
index file. There are approximately 3,000 cards with information
that falls into 3 main classifications: Social Assistance, Pro-
cedural and Educational materi ‘l.

The first classification includes information about agencies -
private and public - that offer help to New Yorkers in fields of
guidance, health, housing and other urban needs. The second clas-

" sificarion - Procedural - furnishés information about “'How to". ’
"How to" organize a Tenants group; "How to" piant a tree on the
block and other procedures that are often bewildering to New
Yorkers. The third classification - Educattonal - fs of value to
you as the user of IRMA and as background to better service the
public. Explanationc of the School Decentralizatfon Laws, the
structure of the Courts ancd description of the many agencies of
govermment fall into this classification. It should be noted
that the cards in these categories are not separated in the file
but placed under the main headings that make up the Table of ‘
Contents. |

The Table of Contents is the most important tool you have
in learning the use of IRMA. Each card in the files is classified
under one of the main headings. If an agency offers services in
many fields, a card will be found under each service. There is
no crouss referencing.

The system is completely alphabetical. Your Table of Con-
tents shows you the Main Headings. These appear alphabetically
on the left side of the Rolodex. The first card in each section
repeats the information shown in your Table of Contents. The
subheadings in each section are numbered, with even numbers &p-
pearing on the right, and odd numbers in the middle of the file.

When the Table of Contents shows subheadings, these too,
are filed alphabetically, according to the heading on the top
of the card. The one exception, as we pointad out, is the New
York City Administration section under Government which s alpha-
betical by City Agencies with the headings on the top of the card
representing the Administration or Agency it's under.




GUILE TO IRMA - for users -2~

The second tool provided is the small Rolodex index. This
is to be used when you have failed to find the subject in the
Table of Contents. It is a card index of word association., For
instance, if you are not completely familiar with the Table of
Contents, ycu may not know that planting of street trees is an
Environmental Prof~ction matter. Tke small index file shows the
key word "traoes" " 4 reference to E.P. and a subheading of
Civic Improvement. . complete iuformation about tree planting
wili be found there. The small index file is 9 be used when
the .able of Contents has not told you what you need to know,
The bulk of the inforvation, however, can usually be located
through the Table of Contents.

The key, ther co siccessful use of TRMA is:

1. Understanding the Table cf Contents.

2. Understanding the alphabetical structure,

3. Understanding that you will be guided to the right
section for solution of the problem. Decision for
the choice of the alternatives avaflabhle within the
section is up to you, Remember, there may be more
than one, so look through all the cards that pertain
to that particular subject,

4. Understanding that time used now in locating the best
answer 1s time saved for you and your client. Do not
hesitate to call back in order to locate precise in-
formation. Your client will appreciate your concern
and will benefit from not ..aving the buck passed one
more time,

We have in our files directories with listings too numer-
ous or too sel_.um required to include in IRMA, If a card tells
you "Directory on File", it means that in our Central Office
the Directory you want can be quickly located if you just call
us at 433-6790. We will be glad to look up the specialized
information for you, .

The staff at IRMA v1ll try to keep all material accurate
and dependable. Each caid is dated and as new information is
received the cards will be replaced. You will need to know
IRMA well enough so that you can do the inserting of the new
cards,

If you find any information that is not correct or if you
know of service that is not included, please let us know on the
cards we have provided. You, as users, are the most important
group in maintaining IRMA as the valuable aid that it is.
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CONTENTS - RMA T

ANIMALS

ARMED FORCES ;

DOCUMLNTS

ECONOMIC DEVELOPMENT

EDUCATION

EMPLOYMENT

ENVIRONMENTAL PROTECTION

FAMILY SERVICES

———

GOVERNMZNT

HEALTH SERVICES

HOUSING

LAW

| RECREATION

TAXES

TRANSPORTAT DN




ANIMALS

1. AGENICES
2. BITES

3. GENERAL INFORMATION

ARMED FORCES

1. AGENCIES

2. SELECTIVE SERVICE
Draft Coungelling
Lotiery System
Other Armed Services

3. VETERANS
Education
Ho#p it'als :
Organizations
Recox:gls

DOCUMENTS

1. ARMY

2. BIRTH & DEATH CERTIFICATES

3. DIVCRCE & MARRIAGE

4. DRIVER'S LICENSE & REGISTRATION

Handicapped
Taxi

5. LICENSES & PERMITS - MISCELLANEOUS

6. NOTARIES PUBLIC
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ECONCMIC DEVELOPMENT

1. BUSINESS COUNSELLING & LOANS
2. CITY PLANNING
3. COMMUNITY ACTION AGENCIES

4. CONSUMER PROTECTION
Agencies
Comglaints
Education
Law

5., FINANCE

6. INDUSTRIAL DEVELOPMENT
7. LABOR RELATIONS

8. TRADE ASSOCIAT IDNS

S
EDUCATION

1. ADULT
Evening High School
Evening High School Guidance Centers
Fundamental Adult Education Plan
High School Eguivnlex_\g
Veterans
Welfare Education Plan
2. COLLEGE
Admissions
¥inancial Aid
Directory & Bibliography for Scholarship Aid
Ethnic Grants
Graduate Study
Foreign Students
Nights
Private
Professionals
Public

3. HANDICAPPED

4. HEALTH
F-8
MC Cont'd b AR,

jEX




EDUCATAON - Cont'd

5. HIGH SCHOOL
Aid-including Work Study
Drca-cuts
ELg.n Gre.de Iquivalency

6. HOME STUDY

. 7. PRE-SCHOOL
Earlv Childhocd Centers
Meadstart

Monteesori

8. PRIVATE

9. PUBLIC SCHOOL
Decentralization
Elemcatary & High School

Education, Board of
Glossa
Open nrollment
Prre-ts Ascociation
S.ite & Fedzr.]l Programs

10. REMEDIAL & TUTORIAL
(NOTE) For detailed directory particularly for medically related
reading problems “Reading Disability Services"
Junioi League - 1968. Copy on file.
11. URBAN EDUCATION - CENTER FOR

12. VOCATIONAL
Health Careers

Nursir.;i_
Secretarial
o e =
Teachfnr;_
Technical
Veterans
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EMPLOYMENT

1. AGE LIMIT 16-25 - COUNSELLING: PLACEMENT: TRAINING

CIVIL SERVICE
3. DISADVANTAGED - GOVERNMENT PROGRAMS

EX-CONVICTS - SEE LAW
EX-NARCOTICS ADDICTS - SEE NARCOTICS

HANDICAPPED

INSURANCE
Disabilit
Social Sccurity
Unemployment

Workmen's ComEnsation
6. JOB PLACEMENT

7. LAWS & RIGHTS
8. PART-TIME (including work study)
9. PUBLIC ASSISTANCE RECIPIENTS (only)

10. SAFETY
11, TRAINING

13. UNIONS
VETERANS - SEE ARMED FORCES
M '
ENVIRONMENTAL PROTECTION
1. AGENCIES
2. AIR POLLUTION CONTROL

3. CIVIC IMPROVEMENT
4. CONSERVATION
$. ELECTRICITY

6. FIRE




ENVI.ONMENTAIL P20TCCTION - Cont'd

7. NOISE POLLUTION
8. SANITATION

8. WATER

FAM.LY SERVICES

1. ADGPTION
Catholic
International
Jewish
Laws
Non-Sectarian
Protestant

2. AGED
Agencies
Catholic
Jewish
Non-Sectarian
Protestant
Social Services, Dept. of
Day Centers
Education - See - EDUCATION - ADULT
Emnloyment
Med.care
Nursiay Homes & Con.alescent Care - See: HEALTH SERVICES -
NUJSEIG HOMES & CONVALESCENT CARE - AGED
Residences - See - HOUSING - RESIDENCES - AGED
Reticement Benefits
Sociil Secucrily

3. CHILDREN - DAYCARE
Commaunity Day Care
Famiiy Nuy Care - Career Project
Handicappzd T
Lic». 32d  (Social Services, Dept. of)
Vol-7-ary

4. CHILDREN - EMERGENCY




FAMILY SERVICES - Cont'd

5. CHILDREN - HOMES & ‘INSTITUTDNS
Non-Sectarian
Religious

CHILDREN
6. COMMUNITY CENTERS

7. DEATH
Burial
City
Private
Welfare
Complaints
Estates

8. GUIDANCE & COUNSELLING AGENCIES
Ethnic
Non-Sectarian

Relgg‘ ious
9. HOMEMAKER SERVICES

10. LOANS - EMERGENCY
11. MARRIAGE COUNSELLING
12. MISSING PERSONS
SHELTERS - See - HOUSING - SHELTERS
13. SINGLE PARENTS

14. SOCIAL SERVICES, DEPT. OF, NEW YORK CITY
Public Assistance
Eligibility
Categories
Gloseary
Centers
Child Welfare, Bureau of
Complaints
Medical Services
Special Services _
Welfare Rights Groups

15. SUPPLIES, FREE OR LOW - COST
F-12

Temporary Shelters - See - HOUSING - SHELTERS - TEMPORARY -




GOVERINMeNT

Ci:y Administration

Ex<cutive Branch
Departments

Legislative Branch

|
\
\
|
| 1. NEW YORK CITY
|
\
\

2. NEW YORK STATE
Constitution
Coun
Executive Branch
Home Ru_l_g_
Lecislative Rranch
Public Authorities
Votiing Procedures

3. UNITED STATES
Constitution
Executive Branch
Indepeadent Agencies
Judicial Branch - See - LAW - COURTS
_I_.(:;;x.l:tiive Branch

HEALTH SSRVICES

1. AGENCIES - DISEASES

2. ALCGHOL.ISM
Adruiscion Laws
Treasment
By Borough
Chy - wide
Outside New York City

3. BLOOD

4. DENTAL CARE
Agencies

Free
L.ow Cost !

5. DOCTORS

l
Cont'd




HEALTH SERVICES - Cont'd

6. BANDICAPPED
Multi
Orthopedically
Retarded

netat e
_S_Eech & Acoustically
Visually

7. HEALTH, BOARD OF
HEALTH, DEPARTMENT OF
HEALTH SERVICES ADMINISTRATION - See - CITY ADMINISTRATION
Health, Department of .
Administration Services
Community Health Servicet
Ambulatory Care Centers
District Services
Chest Clinics
Eye Clinics
Obesity & Nutrition Clinics
Environmental Health Services
Community Safety & Occupational Health, Bureau of
Pofson Control Center :
Food & Drugs, Bureau of
Pest Control, Bureau of
Radiation Control, Office of
Sanitary Engineering, Bureau of
Sanitary Inspection, Buresu of
Pest Control
Extra Mural Services
Lahoratories, Bureau of
Lead Poisonin Control, Bureau of
Maternal & Child Health Services
Child Health, Bureau of
Dentistry, Bureau of
Handicapped Children, Department of
Maternity Services & Family Planning, Bureau of
School Health, Bureau of
Medical Care Services, Bureau of
Medicaid ,
Preventable &Chronic Diseases Services
Adult Hygiene, Bureau of
Nutrition, Bureau of
Preventable Diseases, Bureau of
Tuberculosis, Bureau of
Professional Staff Services
Profeasional Education, Oftice of
Public Health Education,. Bureau of
Public Health Nursing, Bureau of
Social Work, Office of
Program_Planning Research & Development oo
ERIC Records & Statistics, Bureau of o
S F-14 Cont\d




HEALTH SEKVICES - Cont'd

8. HOSPITA(.S & MEDICAL CENTERS
Hospital Corporation

8. INSURANCE
Blue Cross
HIP
Medicaid_

Mcedicare

10, MATZRNITY
é_tonmn

F. oy Diarcing
Uawea Moth re

Clusses

Paternity Suit

Special Educational Facilities

Shelters

11. MENTAL HEALT
A encies
Clinics
Community Certors
Hospitals

City

State

Voluntary
Schools

12, NARCOTICS
Definitione of Drugs

Givs8ary 0f Divyg Toras

Laws

Eatorcement
Program & cFlarau? Apcnci2g
Treatmnent ¢ Roiiauh;tatizr-
Federal -
Hospitals
New York City Orogram
New Ycrx Siite Prosrem
Voluntary

13. NURSING & hOMZ CARE

14. NURSING EOMES & CONVALEGCINT CALE
Acults
Azed
Crilaren

\‘1 o v -
ERIC 16, SMOKING Fo15 L)




HOUSING

S ———

1. AGENCIES

3.

4.

5.

7.

COMPLAINTS
DISCRIMINATION
EMERGENCY SERVICE
EVICTION

LANDLORD - TENANT RELATIONS
LANDLORD RESPONSIBILITIES
Laws
Tenant Action Grou
_Tenant Responsibilities

PUBLIC - LOW INCOME
Construction
Housing Authori Projects
Leased Housing in Private Owned Build
Toans & Rent Subsidies

____._.—-—-————
Publicly Aided Private Develggmcnt

REAL ESTATE
Abandoned Buildings & Vacant Lots

Asscssments
Construction
Renovation

RELOCATION

10. RENT

Controlled
Non - Controlled

11. RESIDENCES

Aged

Handicaggd
Men
Men & Women

Women
#_

12. ROOMING HOUSES

13

. SHELTERS, TEMPORARY

Boys
Children

Men
Men & Women F-16
Women

16. DSS CLIENTS Y




1. AGENCIES
Civil Rights
Inmate & iix-nresoner Aid
Legal Counsel

2. COURTS

City
Civil
Criminal

Federal
Eastern District
Southern District

Juries

Paroie

Prcbation

State
Administration
Appellate Division
Court of Appeals
Court of Clairas
Family Ccurt’
Supreme Court

Surrogate's Court

DETENTION
Arrest
Pail
Correction, Deparirseat of
Deteation & Senteacs infasnt/ong
Work - Rel ase

DIVORCE

GLOSSARY

JUDICIAL REFCRM
POLICE DEPARTMENT

REDRESS




R .CR.A- N

4.

. ATHLETIUS
BOTANICAL GARDENS, PARIS, Z00S

. CAMPING

Cemriag S'tes
Day Carps
Private
Res‘dent Car-pa

CENTERS/CLUZS
CITY PROGRAMS - SUMMER

CULTURAL
Arts
Information
_I_,ir,ranes
Museur s

. ENTERTAINMENT

R ce Tra_(:l_:_g

'_S:i_sht Seeing

sStadiums

HANDICAPPED

See Also: HEALTH SERVICES - AGENCIES - DISEASES

TAXE>S

1. CITY

Miscellaneous
Personal Income

Unimcomrated Business

FEDERAL
Corgt_)ration
F.state
Personal Income

T —————

3. STATE

Estate
Miscellaneous
Personal Income
Sale3 and Use Taxes

(_'_x_\_imcomrated Business

F-18




TRANSPORTATION

1. AGENCIES
2. AIR TRAVEL
3. ASSISTANCE/INFORMATION
4. AUTOMOBILE
Aid

License/Registration
Traffic/Packing

5. CITY TRANSIT
Buses
Ferries

Subwaxe
Taxis

6. PASSPORTS

7. RAILWAYS




IRMA I
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EDUCATION - PUBLIC - STATE & FEDERAL PROGRAM ) 3/89

BNARD OF EDUCATION - Bureaus & Programs-

(NOTE) State and Federal Programs under Title 1, 11, 111, and 1V are listed
in a comprehensive book titled State and Federail Programs, 1867-1968.
Copy on file or: Office r * State and Federally Assisted Frograms
Centrat Headquarters
110 Livingston Street
Brooklyn, N.Y. 11201

They cover everything from Teacher Corps to Special Guidance to Enrichment

Programs to Handicapped Aids, College incentive, Vocational Guidance,
Summer programs etc, etc.

- i e s o e S —— — e . o —— -.- - - e . - .’ B A aaadl

EDUCATION - PAROCHIAL AND PRIVATE SCHOOLS

LISTINGS OF PRIVATE ELEMENTARY AND SECONDARY SCHOOLS
Available in most libraries

Publications
""Handbook of Private Schools'! Porter Sargent

"The New York Times Guide to New York City Private Schools"; Grace and Fred M
Hechinger; Simun & Schuster.

Vogue Magazine; list of schools. Call them for fre= copy. .

"Lovejoy's Prep School Guide''; 1963; Clarence Lovejoy; Harper & Row; 5. 85.
Q

F_Zl ¢ DY
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IDALTH SERVICES - AT COITOLISM - ADWIBSION LAWS

VOLUNTARY AL'MISSION

Proccdure
Director of facility being applied to decides within 15 days if applicant suhed 1)
treatment,

Dircetor may keep applicant that long for observation.
Treatment zhall not last longer than 12 months.

INVOLUNTARY ADMISSION
Conditions
Applicart must nnt be stherwise mentaily ill.
Cerlification of two dertors necessary.
Consent of Coinmissioner of Menta! Hygiene must be obtained.

Cont'd

—
N mps?
| S

m~e 8 ma o @ h B LS s e BB Sl WD P8 DB Mt Bt B D s

ﬁfeiJSINC - LANDLCRD TENANT REi ATIONS -LAWS =N

SPIEGEL LAW

Purpose .
Section of Social Services Law which permits Welfare Dept. 1o stop payirg =i.ai o.
behalf of client wrien conditions in apt. are dangerous to life, health, sa‘ety, oic  =.
certified L'y one of the City Code Enforcement Agencies.
(NOTE) Kent is Reinoved from client's budget; nol merely susperdsd. Whe;:

S,

violation i5 remedied, rent recommences, but no back reni 15 nEiG.

Procedure

1. To invokaithis seciion of law: Pursuade caseworker to fill out form Wi50A selati
alleged violations & submit it to the Housing Advicor of the Department of
Sccial Services.

2. When violation is certified, & Dept. stops allocating rent, & tenant is served wilh:
a dispnecsess notice, take it immediately to the Welfare Investigatogs

3. Welfare {nvestigntor will send ienunt to Tenant - Landlord Division of Civil Cous
with leiter stating Spiegel Jaw bhas teen mivo¥ed (only the dept. can do this), £
DSS 'awyer will defead action.

F~22




LAW - GLOSSARY

GLOSSARY OF LEGAL TERMS - Cont'd

| Appeal
The carrying of a case from a lower toa higher tribunal for a rehearing.

i Arraignment
The call of the accusad by name, reading to him the charge, demanding of
him whether he be guilty or not guilty, & the entering of his plea.

Assault
An intentional, unlawful offer of corporal injury to another by force, or force
unlawfully directed toward the person of another.

Cont'd

EDUCATION - GL.OSSARY

A.D.N.S. - All Day Neighborhood School.
l A. V. Coordinator - Audio Visual Coordinator.
, C.R. M.D. -'Children with Retarded Mental Development"
I. G. C. - "Intellectually Gifted Children"
] H. C. - Health Conservation and / or physically handicapped children.
‘ J. G. - Junior Guidance Class.
L. I. Q. - Low L Q.
| O. P. - "Opportunity'' Class.

! P. K. - Pre-Kindergarten.

l Cont'd F-23
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EMPLOYMENT - AGF I.LAT -15-25 -CO4 NSELLING; FLACEMENT; TRAINING #9;-

POLICE ATHLETIC LEAGURE - PATL,
34} Dast 12th Street

New York, New York 10003

OR 7-1400

Fundir_lg: Private; not concretely associated with Police,
Services: Job finding; ‘Jounselling; Testing.

Eligible: 16-21

To Apply: Call for an appointment,

Fee: None.
Hours: 9-5 weekd:zyvs.

EDUCATION - REMEDIAL AND TUTORIAL
COLLEG;E. SKILLS CENTEK

101 Wesi 31st Street (6th Ave. )

New York, New York 100C1

LA 4-7320

Services
Remedial reading, math and spelling.
Group and individual basis.

Staff: Licensed psychologist; teachers; teachers in tr-aining.
-Zligible: 7th grade up (includiag adults).

pplication: Call for zn applicaticn.

rees: $10 / Hour jor an sndividual- 3150 / 30 hours for a group.

gapacitx: No limit.
F-24
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ENVIRONMENTAL PROTECTION - CIVIC IMPROVEMENT JEE]

BOROUGH DIRECTOR
PARKS DEPARTMENT

830 Fifth Avenue

New York, New York 10021
734-1000

To obtain one street tree
1. Write borough director's office; enclose stamped self-addressed envzlope -
Apply before -July 1.
% Form will be sent indicating where in block it will g0, nursery suggestions
for purchasing tree, costs (about $1,50)
3. Tree is guaranteed by mursery, replaced if it dies in 1 year.
4. At one year tree becomes property of City and it is carecd for by them.

If nlock buys more than one tree: City will niatch mumber of trees: 2or3.
(NOTE) For 5 or more trees; tax deduction and no responsibility for servicas.
Salute to the Seasons bgf( R 17 u}’
Fund for a More Beautiful New York {99
101 Park Avenue; New York, N. Y. 10017 Cont'aqd

e T e e s eve e e ——— -

HOUSING -LANDLORD TENANT RELATIONS - TENANT ACTION =~ = 1/%.

REPAIRS AND SERVICES

Procedures

1. Hold meeting of all tenants.
note: Use of lobby is unlawful.

2. List all violations in each apartment & public areas.

3. Designate chairman to meet inspectors & insure access i0 apartmens.

4, Make 7 copies of complaints.

S. Send one copy to landlord: Certified mail; restricted delivery to addrzsues.
only; return receipt requested ($1.01). Send éne copy to agent; requaa
meeting witk tenants and agreement to begin repairs within one w2ek.

6. At end of week call WO 4-3000; record operator's number.

7. Mail one copy of complaints to Borough Code Enforcemant office; append

chairman’s name; request acvance notice of inepection.
Rent Controlled building:
Each tenant should £ill out individual compliints; file with District Re.ut
office.
Information and Forms: 5668~5054

Attach copy of all public area complaints signed by serveral teaants.

‘ Cont'd )
o) ) )
« 39
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HEALTH SERVICES - CONTENTS

7. HEAWTH, ROARD OF

HEALTH, DEPARTMONT OF
Admigistration Services
Community Health Services

Ambulatory Cure Centers
Drstrict Health Centers
District Services
Chest Clinics
Eye Clinics
Obesaty & Nutrition Clinics
Orihopedic Consultation Clinics
Neignborhood Health Services

Cont'd

CITY ADMINIGSE ATION - MUNICIPAL SERVICE ADMINISTRATION 8764

MUNICIPAL SERVICE ADMINISTRATION
1800 Municipal Building

New York, New Xork 10007

566-2223

Department
City Records.
Communications Service.
Data Processing Equipment .
Gas and Electricity, Bureau of
Municipal Broadcasting System.
Municipal Reference + Research Center.
Public works, Dept. of
Purchase Dept. nf
Real Estate, Dept. of
Standardization, Boar«! of
Autcmotive Flee! Management.

F-26
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NOTES ON THE USE OF [RMA
DEMONSTRATION EDITION

1. Using microfiche
2. Answering client enquiries
a. Reference materials to Directory
1.) List of SERVICE SECTIONS
2.) RELATED TERMS IMDEX
3.) FACILITY [INDEX
b. SERVICE/FACILITY DIRECTORY
3. Demonstration example

4. Practice exerclses

JTP
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BEST COPY AVAILABLE Appendix A
USING THE MICROFICHE

Each package consists of two sets of microfiche. One set contains
the Service/Facility Directory of which there are 16 fict , while the
other contalns the Facility Index comprising 2 fiche. IhmA fiche can be
handled since fingerprints are not seen in the viewer.

Each microfiche consists of 70 frames (see illustration below), each
of which - except for the last frame in the lower right hand corner -
contains two pages of the IRMA Directory. The pages are read from left
to right on the fiche, that 1s, page one is the left hand columm of the
first frame (the frame in the upper most left hand position on the fiche).
Page two appears to the right of page one on the same frame.. gage three
begins below page one in the second frame, with page four below pege two.
When the bottom of the fiche is reached, the reader moves back to the top
of the fiche and over one frame to the right. The frame in the lower r’ght
hand corner of each fiche is an index to-all that appears on that particular
fiche. .

A F10o

o TR [ ? AME
IEARGERY S0 A FRsiE
L . O
‘ L El‘ K e EC NP
[ f-? J‘ F—v :‘fi ( _ . i
Reg £ 0 F R o 2
| r‘% k‘ ":vl i : -
;‘ ‘(': A5
:‘ 'f'_".‘.J, i
{ I
2
""The Heading Lines: “

The large numbers on the left of the heading are sequence numbers
referring to the order of .the fiche themselves, for convenient sequential
storage in the miorofiche holder. Thege numbers go in ascending order from
001=016 on the Su'vioe%aciliﬂ Directory fiche and from 001-002 on the
Facility Index e. Nexti to these sequence numbers in half size type on
the firs? heading line are the service section and pege mmber of the first

page to appear on that fiche. Because of an irreversible error on the
facility index tape at the time of going to print, the alphabetical reference
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sted first.
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2. Answering client enquiries

Oiagnose the question and decide the exact service needed.

a.

Reference matertlals

Refe. to the List of SERVICE SECTIONS _o ‘oca’c that

service and the microfiche page on which it anpears.
If the service cannot be located in the -List of
SERVICE SECTIONS, refer to the RELATED TERMS INDEX
for key words detailing the service. To the right
of the term Is the Service Section number and name to be
referrec to for the service. It Is necessary to
look=-up the specific section in the List of Service
Scctions to get the flche page number in the
SERVICE/FACILITY DIRECTORY,

If the name of a facllity which might offer the service

is known to the user, refer to the FACILITY INDEX

(In microfiche form). This will give the fiche page

number in the SERVICE/FACILITY DIRECTORY tn which will

be found detailed information on that facility.

SERVICE/FACILITY DIRECTORY
The directory is arranged according to borough and zip
code so that a faclility can be located near a clients

home (if desirable).

Locate the fiche indicated In the SEPVICF SECTIONS
havine the desired service and project on the microfiche

reader,




Find the first page of the section desired (or the first
page of the borough or zlp code).

In looking at facilities, it might be beneficial to

scan the list of services offered in order to get a
better picture of the facility. It might also be wise
to scan a good number of faclilities - don't just pick

out the first one.

3. Demonstration example
Question: | live In Flushing (zip 113*+) and | suspect that

my son (age 16) Is involved with drugs. Where can | get help

for him?

Step 1: Diagnosis < question - what service Is needed?
A drug abuse program or counseling for a drug problem
Step 2: Reference materlal
Ref. 1 List of SERVICE SECTIONS
a. 8.0 Health
2.7 Rehabilitative Services
8.72 Drug Abuse Programs 985
b. 14.0 Supportive Services to Families and Individuals
14.1 Counseling/Crisis Intervention
14.11 Drug/Alcohol Abuse: Counseling 1974
Ref. 2 RELATED TERMS IMDEX

If the above sections are not found via the List of

SERVICE SECTIONS, the words '"Drug" and "counseling',

when looked up in the RELATED TERMS INDEX, would point

to these sections. lInder "drug" one would find:

DPUG/ALCOHOL ABUSE : COUNSFLING 14.11
DRUG ABUSE PROGRAMS 8.72

DRUG PROLRAMS: INFORMATION AND REFFERRAL 10.2




Und~r "ccunseling" would be found:

CcviseVinre for Arue/alrnhol abusers 14.11 DPPUG/
AL.TE DL AJUSE COUNS-L ;G

Having located the service sections they would then
have to be looked-up In the List of SEXVICE SECTINNS
In order to find the microfiche pare number in the
Directory.
Ref. 3 FACILITY INDEX
If a facility name Is knowun or suggested as providing
a drug service (l.e., Long Island Consultation Center)
looking up the faclility in the FACILITY INDEX would
show that detailed information on It can be found on
page 1537 in the NDirectory.
Step 3: SERVICE/FACILITY DIRECTORY
Ref. 1 List of SERVICE SECTIONS
a. Look up 8.72 Drug Abuse Programs on page 985.
Turning to borough of Queens (p. 1021) with zip
code 113*« (pp. 1021,2) will reveal about a half
dozen facilities,
b. Look up 14.11 Drug/Alcohol Ahuse: Counseling on
page 1974
In Queens with zip 113*« (p, 1987) there are two
facilities offering drug counseling.
Ref. 2 RELATED TERMS INDEX
The word 'drug" would lead to a. and b. above and also
to 10.2 Brug Programs: Information and Referral on
page 1224, Referring to ihe Oceens zip (pPp.1265,6)

shows five facilitles.

F-35 R




The word "counseling" would lea. to b. above
Ref. 3 FACLIITY INDEX
Having found that the Long Island Consultation Center
is on page 1987, simply locate the fiche with that page
and scan It for that facility.
Step 4: Inform or Refer Client
Follow normal office procedure from this point.
Step 5: Record Enquiry
On the Weekly Log sheet (bottom half) place a hatch mark
next to the primary Service Section(s) used.
If new information was found or IRMA information needs to

be changed, record these on the top half of the lLog.

F-36




b, Practice exercises
Locate at least one facillity providing the service needed.
1., | would like family planning information. | tive in Queens.
2. | have just returned from the hospital and need
homemaker services. | live in the Bronx.
3. | need counseling for my five and a half year old
who Is emotionally disturbed.
4, My home was robbed for the second time. |'m afraid to
live there any longer. | cannot afford to stay in a

hotel. (age 59, upper West-side)

F-37
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SERVICE SECTIONS

Animal Care

Consumer Affairs

Consumer Complaints/Fraud/Investigation

Consumer Education and Advocacy

Economic Affairs

Business and Commerce

Real Estate
3.3 Urban De‘relopment 74
3.31 Urban Development Coordination and 98

Pianning;Community Action

4.0 Education 125
4.1 College/Graduate School 156
4.2 Fducational Coordination and Planning 169
4.3 Elementary/Secondary/ Vocational Education 187
4.4 Pre-School Education 237
4.5 Special Educational Progrrms 3_03
4, 51 Drug Alcohol Abusers:Educational Programs 314
4.52 Mentally Handicapped: Educational Programs 333
4,53 Physically Handicapped: Educational Programs 346
4.6 Supplemental Education 356




5.0
5.01
5.02
5.03
5.04
5.05
5. 06
5.1
9.2
9.3
9.4
9.5

5.6

6.0

7.0
7.1
7.2
7.21
7.22
7.221

7.23

Employment

Ex-addicts: Employment
Mentally Handicapped: Employment
Older Persons: Employment
Physically Handicapped: Employment
Veterans: Employr;lent
Youth: Employment
Employment Benefits/Insurance
Employment Information
Employment Relations
Job Counseling
Job Placement and Referral

Job Training
Environmental Affairs

Family Substitute Services
Adoption/Foster Care
Day-Care
Family Day Care
Group Day Care
Group Day Care for Children

Training in Day Care

F-40

436

446

457

464

4171

477

501

505

545

547

561

602

632

639

639

653

661

668

684

734




8.1
8.2
8.3
8.4
8.41
8.42
8.5
8.51
8.6
8.7
8.171
8.172
8.173

8.74

9.0

Health
Family Planning
Health Coordination and Planning
Health Information and Referral
Medical Services
Child Health Services
Older Persons: Medical Services
Nureing and Convalescent Homes
Older Persons: Nursing and Convalescent Homes
Nursing/Home Care
Rehabilitative Services
Alcohol Abuse Services
Drug Abuse Programs
Physically Handicapped Programs

Psychiatric Services

Housing
Housing Services
Housing Emergency Services
Landlord-Tenant Relations
Rent-Related Services
Residential Facilities
Group Residences

Residemial Information and Referral

F-41
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750

768
775
817
875
907
911
921
932
950
978
985
1026

1035

1070
1092

1098

1127
1136
1165

1176




(4)

10.0 Information and Referral 1177

10.1 Community Information (CDA) 1208
10. 2 Drug Programs: Information and Referral 1224
10. 3 Older Persons: Information and Referral 1273
11. 0 Law 1280
1.1 Civil Rights : 1284
11. 2 Correctional Services 1290
11. 3 Courts/Adjudications 1298
11. 4 Immigration Affairs 1307
1.5 Legal Documents 1310
11. 6 Legal Se-vices 1324
12.0 Public Services 1346
12.1 Armed Forces 1356
12. 2 Mass Transit/Highway Maintenance 1366
12.3 Public Safety/ Emergency Services 1372
12. 4 Sanitation 1391
12. 5 Taxes/Assessments 1408
12. 6 Utilities 1411
13.0 Recrezation and Cultural Affairs 1415
13.01 Disadvantaged: Recreation and Cultural Programs 1429
13. 02 Older Persons: Recreation & Cultural Programs 1434
13. 03 Youth/Student: Recreation & Cultural Programs 1474

‘ F-42




13.1
13.11
13.12
13.2
13.21
13.22
13.23
13.231
13.232
13.3
13. 31
13.32
13.4
13. 41
13. 42
13. 43

13.5

14.0
14. 01
14.1
14.11
14.12
14.13

14. 14

(5)

Arts and Crafts
Children/ Youth: Arts and Crafts
Older Persons: Arts and Crafts
Camps
Camp Counselor Training
Day Camps
Residential Camps
Adults /Older Persons: Residential Camps
Clildren/ Youth: Residential Ccmps
Centers/Group Activities
Senior Citizen Centers
Youth Centers
Cultural Institutions
Libraries
Museums/Landmarks
Parks/Zoos/Botanical Gardens

Sports/Athletics

Supportive Services to Families and Individuals
Older Persons: Supportive Services
Counseling/Crisis Intervention
Drug/Alcohol Abuse: Counseling
Family Counseling
Mentally,; Physically Handicapped: Counseling

Older Persons: Counseling

F-43

1531

1561

1569

1578

1593

1600

1627

1634

164]

1664

1698

1731

759

1760

1794

1797

1803

1852

1882

1905

1974

1990

2006

2020




14. 2
14.3
14. 31
14. 32

14. 33

15.0

(6)

Information and Referral for Supportive Services
Public Assistance

Income Maintenance

Information and Referral for Public Assistance

Social Services, Public Assistance

Transportation and Travel

F-44

2038

2066

2070

2082

2105

2129
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RELAYED TERM INDEX

Related Tera

Beautification, Nature

Benefits, Disability
Big Brother Programs
Bingo

Birth Certificate
Blind, Financial Add to

Block Association

Blood Bank
Blood Donation

Board of Education Programs

Boards, Comnunity Planning

Boating Permits
Bonding

Brain Damaged
Building Construction

Bulk Pick-Up

Bus Information

14.1

13.0

11.5
uUu.N

3.31

8.4
8.4

4.3

3.31

13.5
3.1

12.4

12.2

Environmental Affatids

Employment Bsnefits/:
Insurance

Counseling/Crisis Inter-
vention

Recreatdpm amd Cultural
Affairs

L.egal Documents

Ir-ome Maintanance

Usban Developunent
Coordination and
Planning/Community Action

Medical Services

Medical Services

Elementary/Secondary/
Vocational Education

OUrban Developuent
Coordination and *
Planning Community Action

Sports/Athletics

Business and Commerce

Mentally Nandicapped

Real Estate

Sanitation

Mass Transit/Bighway
Maintenance

Terms in italics will be found generally through-
out the directory under specific classification.

CAPITALIZED related terms indicate facility classification heading

Q
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DAY CARE

DAY (ARE

SCHOOL

TUTORING

WORKSHOPS

YOUTH

DAY CARE

15
CRIWN HEIGHTS STABILIZATION FNR YOUTH: TRAINS
YOUTH 70 BECOME STAFF MEMAERS AT DAY CARE CENTERS,
DAY CAMPS PLAYGROUNDS AND OTHER SUPFRVISED GROUP
PRNGRAMS

CROWN HEIGHTS COMMUNITY CORPORATION {(COMMUNITY ~

DEVELNPMENT AGENCY - NYC)

4
HAITTAN AMERICAN INDEPENDENT CRAFTSMAN (COMMUNITY
DEVELOPMENT AGENCY - NYC) -~ SUCIAL SERVICES

INCLUDING DAY CARE, VOCATIONAL AND EDUCATIONAL

PRIIGRAMS
32
EDUCATIUNAL SERVICES: AFTER SCHOOL
PROGRAM/HOMEWORK TUTCOR ING/ENGLISH AS A SFCOND
LANGUAGE CLASS

HAITIAN AMERICAN INDEPENDFNT CRAFTSMAN (COMMUNITY

DEVELIPMFNYT AGENCY - NYC) -~ SOCIAL SERVICES
INCLUDING DAY CARE, VNCATICNAL AND ENUCATIONAL
PROGRAMS

15
CROAN HEIGHTS EDUCATION UNIT: OJRGANIZE PARENTS AND
STUDENTS ARUND EODUCATION ISSUES/LIA{SON BETWEEN
PARENTS AND SCHOOLS/ARRANGF SPECIAL TUTORING FOR
STUNENTS/DEVFLUP EDUCATIONAL PROGRAMS AT ALL
LEVELS
CRNWN HFIGHTS COMMUNITY CORPORATION (COMMUNITY
DEVELOPMENT AGENCY - NYC)

8

CHILDRFNS MUSEUM: CLASSES, WORKSHOPS AND EXHIBITS ~

IN SCUENCE, ARTS, CRAFTS AND ANIMAL CULTURE
BROMKLYN CHILODRENS MUSEUM (RROOKLYN INSTITUTE OF
ARTS & SCIENCE - NYC)

15
YOUTH ADVISURY CUOUNCIL: INDIVIDUAL
COUNSEL ING/ASSISTANCE TO YOUTH GROUPS
CROWN HEIGHTS COMMUNITY CORPORATION (CUMMUNITY
DEVFLOPMENT AGENCY - NYC)
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-1 - EDUCATIUN

EDUCAT ION

ELEMFNTARY 3y 4
SUPPLEMENTARY
EDUCATICN
TUTGRING 3 T
ENV IRONMENT
SANITATION
BULK PICK-uUpP 4, 7
STRFLT AND
SI2-wALK
CLEANING & T
FAMILY
SUBSTITUTE
SERVICES
FAMILY DAY CARE 1
orAQUP DAY CARE 2y 59 6
HEALTH i

HOME HEALTH
NURSING AND

CONVALESCENT
HOMFES 6
MEDICAL
SERVICES
HUSPITAL B8y l4
FME: SENCY/ 24
HuuRr l4
REHARILITATL .
SERVICFS
RFHARTL [TATIN
TREAT® T
ALCiH0L ADDICT 14
DRUt, ADDICT 11, 14

l

HOUS ING |
RESTDENTIAL
FACILITIES

\

GROUP
RESIDENCFES
FEMALE ) e
OLNER PFKSON 1, 10
YNTH 11
LOW IMCOME
HOUS ING
LD R PERSON 11
PULL IC
AS~ISTANCF
RE .IPTENT 5
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APPENDIX G: System Environment

1. Department of Gity Planning Hardware Configuration
2. CMS (Conversation Monitor System)

3. DRS (Data Retrieval System) ’ ‘
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APPENDIX G: oSystem Environment

1. Department of City Planning Hardware Configuration
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HARDWARE CONFIGURATION AND DESCRIPTION

IBM 370/145 computer with the data address translation fea-
ture for virtual processing and an interval timer for virtual
machine operation.

512K of real monolitfic storage.

4 Channels: 2 block multiplexor channels, 1 selector channel
and 1 multiplexor channel.

O0ff the bln.k multiplexor channels are hung on a 3830 control
unit and a ?3?3 control :ait. The 3830 control unit controls
6 3770 disk spindles. Each with 100 million bytes of storage
and the other 3333 control unit handles 2 3333 disk spindles
ani 4 3330 disk spindles, again totaling 600 million bytes of
disk storage.

Connected to the selector channel are 6 3420 highspeed tape
drives and an on-line highspeed plotter. This device is the
GEOSPACE plotter, a CRT RASTER plotter which is used to plot
maps on film so that many copies of computer generated maps
may be prepared. This als.o allows for the preparation of
color maps through use of separation techniques.

The multiplexor channel has the printer, card reader, operators
console and low speed telecommunications control unit. Con-~-
nected to the 2702 low speed telecommunications unit are mul-
tiple dial-up and hardwire terminals, including 2741 communica-
tion terminals, ASR teletypes and ASR 33 compatable devices (up
to 30 of these devices can be connected simultaneously to the
370) . Connected to one teletype is the digitizer, a large 36
x 48 inch digitizing surface which has b.en programmed for ac-
curate interactive digitizing. When connected to the 2702, the
digitizer runs at a speed of 110 baud (10 characters a second).

The IBM system 7 is a small very fast computer which was de-
veloped basically for process control. At DCP it is currently
serving as a stand alone digitizing system host, communicating
with the 370/145 through the selector channel. Additional
capabilities in the area of high speed intelligent graphics
terminal support are in the process of being implemented. Con-
nected to the System 7 are:

1 36 inch by 48 inch SUMMA graphic tablet (also capable of
connection to the 2702 communications controller). When con-
nected to the System 7, the digitizer can run at varying
speeds up to 9600 baud (900 characters a second).

G-3




(1)

(2)

1 611 Tektronix storage display.

2 4012 Tektronix graphic display terminal. The 4012 is a
true graphics terminal with a stable storage display, alpha-
meric keyboard, and graphic cursor. The 4012 is capable of
serving as a master display terminal for other 4012 terminals
and for 611 storage displays. On order are sever -~ "'
Tektonix terminals, a larger version of the 401 ‘M. .l

CFF-LINE HARDWARE

EAI flatbed plotter driven by a mag tape drive. This is an
analog plotter so that the output is very smooth. There are
no incremental "steps" as there are on digital plotters. At
the present time a Calcomp plotting system 18 on order as
replacement. This system will provide complete software com-
pability between graphics terminals and plot output.

EAM equipment: keypunches, card sorter, decollator and burster,
and IBM 3730/3715 diskette system.
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APPENDIX G: System Environment

2. CMS (Conversational Monitor System)
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Eacii user's virtual computer is comprised of a CPU operator's
console (his remote terminal), a virtual CPU with or without
Dynamic Address Translation, a virtual storage size ranging
from 8,192 bytes tu 16 million bytes, virtual I1/0 channels and
I/0 devices, Virtual I/O devices are logically czontrolled by
the virtual machine's operating system and not by VM/370, with

the exception of virtual unit-record devices, which VM/370
simulates via disk.

The basic device support for the proper number and type of I1/0

devices must be generated into the operating system's supervisor
or nucleus.

The control program intercepts, translates, and schedules all
real I1/0 operations of the virtual machine. All virtual machines
execute in prchlem state, and the control program intercepts and
processes all interrupts and privileged instructions. Only the
control progran executes in the supervisor state.

Time Sharing,

The Conversational Monitor System (CMS) component of VM/370

provides a generalized conversational facility suitable for program
development and problem solving.

The CMS command language provides each user with a wide range of
capabilities at his remote terminal, such as:

. Creating source programs, data, and text files directly on
disk.
. Adding, deleting, modifying, rearranging, extracting, or

merging files and/or portions of files.

. Compiling, testine, and debugging scme types of 0S problem
programs under CMS.

. Creating complete job streams to be passed to batch operating
slstems such as DOS or 0S for compilation and/or execution.
The resultant output can be printed on a high-speed printer
or directed back to CMS for analysis and correction by the
user.

. Submitting high-resource jobs to a background CMS Batch
facility for serial execution.

. -Extending CMS facilities to suit his own requirements, e.g.,
creating additional commands or developing command procedures.

G-7




VIRTUAL MACHINC FACILiITY/370 - CMS OVERVIEW

IBM Virtual Machine Facility/370 (VM/370), a multi-access

time-sharing system for System/370 Models 135, 145, 158 and

i68 contains two major elements:

i. A control program which provides an environment of multiple
virtual machines. Each can run a different operating system
such as DOS, DOS/VS, 0S and 0S/VS and also provides virtual
storage support for operating systems that do not offer such
support.

2. The Conversational Monitor System (CMS) which provides a
general-purpose, conversational time sharing system.

Concuvrrent Virtual Machines .

The control program (CP) of VM/370 manages the resources of a
System/370 to provide virtual storage support through the
implementation of virtuali machines.

Each virtual machine user appears to have the functioral capa-
bilities of a dedicated System/370 at his disposal. His remote
terminal acts as the virtual systems console for his virtual
machine. Other users may be running batch, teleprocessing or
time sharing jobs at 'he same time.

Each user can specify the configuration he requires; the number,
type, and 1/0 addresses of all devices to be used, and from 8,192
bytes tc 16 million bytes of storage, provided sufficient resources
are available with the real machine's configuration.

Virtual devices must have real counterpaits, but not necessarily
in a one-for-one correspondence. For example, many user's virtual
readers, punches, and printers can be "mapped" or redirected onto
common spool disks.

VM/370 allows ‘a physical disk pack to be logically subdivided into
many separate,minidisks, each with its own virtual 1/0 address and
cach encompassing a user-determined number of contiguous cylinders.
The use of minidisks significantly expands the number of different
users or operating systems that can have concurrent access to direct
access storage devices, and may improve the utilization of available
disk space without compromising the integrity of any user's data
stored on the disk.




CMS allows a programmer tc increase his productivity by reducing
or eliminating requirenents for JCL preparation and by permitting
the user to assemble and test whenever he wants, as often as

he desires, and for as long as he needs, provided that sufficient
I/0 devices are avaiiable.

CMS offers the capability of reading, but not writing or updating,
0S sequential and partitioned data sets using the CMS MOVEFILE
command and O0S QSAM, BPAM and BSAM macros.

The VM/370 data privacy, security, and user-isolation features
protect other users from his errors, and likewise protect his
data, programs, and disk files from access or destruction by
others. '

With the capability of directing output to his remote terminal -and
selectively scanning the results, unproductive wait time can be
reduced. A programmer can concentrate his efforts on one project
at a timz, completing projects, faster, and putting applications
into productive use sooner.

Langaage and Library Support for CMS

A BASIC language facility consisting of the CALL-0S BASIC
compiler and execution package adapted for use with CMS is
included with basic support. SCRIPT/370 is available to provide
text-processing capabilities under CMS.-

Also, the following IBM programs are available for use with
the CMS facility.

0S Full American National Standard COBOL Version 4
Computer and Library
0S Full American National Standard COBOL Version 4
Library
COBOL Interactive Debug
0S FORTRAN IV (Gl) -
0S FORTRAN IV Library (Mod 1)
0S Code and Go FORTRAN
0S FORTRAN IV (H Extended)
0S FORTRAN IV Library (Mod 11)
FORTRAN Interactive Debug
0S PL/! Optimizing Compiler
0S PL/1 Resident Library
0S PL/1 Transient Library
0S PL/1 Optimizing Cempiier
and Libraries
0S PL/1 Checkout Compiler
VS BASIC
MATH/BASIC
STAT/BASIC
Business Analysis/BASIC

[y
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List of Suggested VM/CMS User Manuals
VM 370

User Manuals

VM/370
VM/370
VM/370
VM/370
VM/370
VM/370

PL/1 Langnage Manuals

Command Language Guide

Edit Guide

Terminal Users Guide
Users Guide

Training Marual
Facility Manual

(Quick Guide for Users)

0S PL/1 Reference Guide

GC20-1804
GC20-1805
GC20-1810
GC20-1812
SR20-4438
GX20-1926

SC33-0009

0S PL/1 Optimize Computer Programmers
Guide

0S PL/1 CMS User Guide

Fortran Manuals

0S Fortran IV Language Manual
0S Fortran Interactive Debug
VM/370 CMS Users Guide

BASIC Manuals

BASIC Language Manual

COBOL Manuals

ANS-COBOL Version/4

COBOL Interactive Debug Manual

Script Manuals

Script Language Manual

14

%

SC33-0006
SC33-0037

cC2R-6864

5C2°-6886°

SC28-6891
GC20-1803

SC2806457
SC28-6465

G320-1520




APPENDIX G: System Environment

3. DRS (Data Retrieval System)
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DRS
4 GENERALIZED INFORMATION RETRIEVAL SYSTEM
FOR THE IBM 1130% and 360/370 COMPUTERS

INTRODUCTION AND BACKGROUND )

Data Retrieval System, better known as DRS, is a general-
ized information retrieval software system developed for use on
large and small computers and time-sharing systems. The
objective of this summary is to present the major features of
the system from a user's point of view and to describe how DRS
can be applied to typical information retrieval problems.

DRS was deslignad tc meet three major objectives. The most
important of these was that DRS be user oriented. Specifically,
the system had to be usable by nonprogrammer personnel; it had
to be uszble by those with relatively little knowledge of the
system; and it had to be easy to operate even though usage was
infrequent. A second critical goal was that the IBM 1130 version
of DRS operate on a very small core computer and yet function at
a satisfactory speed. Finally, since DRS was developed for sale
to a number of users, it was desigred to handle a large variety
of apvlications and be hardware-independent.

SYSTEM FEATURES
DRS is designed arcund the following major features:

efficient "inverse search" capabilities
user-oriented command language
interactive or tatch mode operation
extensive error checking

tullt-in security

easlly extensible,

inverse Search

DRS provides the user with a facllity for performing an
"inverse search” quickly and efficlently. The term "inverse
search" 1s used throughout tnis summary to identify the process
of selecting an entity on the basis of 1ts characteristics. In
essenc2, it is opposlte tu the direct search procedure one
performs when he uses a handbook to determine the characteristics
of a rarticular entity.

¥A180 cperable on IBM 1130 equivalents, such as the DSC META-4
ard the GA 18/30.
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DRS 2.

User-Oriented Command lAanguage

Since the system was deslgned tc provlde the noncomputer-
oriented individual with the abllity to retrieve and analyze
computerized information for declsion-making purposes, consid-
erable emphasis was directed to ards making DRS user-orlented.
The user performs an inverse search of a DRS data bank by
spzcifying the desired characteristics in the form of a
generalized selectlor. statement. English-llke commands are
used so that he does not nczd any knowledge of FORTRAN or other
programming lang:ames. frie search procedure ls straightforward
with each step civarls irdic ted by messages generated by the
program. For the munager whe will structure the search but not
work directly vitn the computer, the easy to understand, user-
oriented language prevents the lack of communication that often
exlsts between user and operator. Opcrators appreclate the ease
and rapiloity with which they can respond to special report
requests.

Interactive or Batch Mode Operation

DRS was designed to prcvide the marager or engineer wlth
a versatile way of communicating with a data bank. Since it is
not always possible to know exactly what questions to ask in
order to extract the desired informatlon, DRS functions in an
interactive mode so that the user can restate his subsequent
selection statements based upon the answers he receives to his
initial queries. DRS operates in batch mode for those searches
where the user does not require an information feedback to
strunture his search routine. The system also is operable via
remote terminal.

Extensive Error Checking

With the atility tu be used elther interactively cr in
batch mode by noncomputer-oriented lndividuals, a strong like-
lihood exists that the user may commit some errors in procedure
or use of the search language. DRS recognizes this posslbility
and incorporates extensive error-checking features. If the user
employs any 1llegal procedure oi* unauthorized command, DRS halts
the search process, presents the user with an errcr message
w! -1 describes the nature ~»f the mistake, and then reverts back
t. the operating mode 30 that the user can restate his request.
There .s no way the user ~an harm the data contained within the
DRS data bank by improper search procedures. All mistakes in
command structure are recognilzable, and no improper command will
~cause the program to "die".

Bullt-In Security

At the time of database creation, data can be made secure
from nonprivileged users. Only those users with knowledge of
specific passwords can have access to secure data Entlre data-
bases can be made secure, as well as speciflc entitles or
characteristics of entities within nonsecure databases., For
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DRS

example, it 1s possibie Lo construct a data bank of personnel
records while keeping all information pertalning to the
President secure, in gdiitlon to keeping salary data for all
employees secure. Passwords can be changed without altering
the database.

Easlly Extensible

DRS can 1invoke user-written modules which may access and/or
update the database. This feature allows DRS to be easily
"customized" to the unique requirements of each user without
having to reprogram the DRS scftware. To facilitate the writing
of "1ink" modules, DRS suppllies to the user all routines needed
to access and manipulate the contents of the database.

BASIC SYSTEM DESCRIPTION

DRS 1ncorporates the above-noted slix features in a
completely self-contalned system programmed principally in
FORTRAN. C(Certaln sections, however, were written in assembly
language 1in order to consume a minimum amount of core and to
assure reasonable operating speed. For the IBM 1130 version of
DRS, about 70% of the system 1s written in FORTRAN. The IBM
360(0S)/370 version is abcut 75% FORTRAN.

DRS 1s a modutlar system whose principal element 1s the
command processor. This module reads commands from elther a
disk flle, the conzole keybcard, or a remote terminal; scans
them for errors; translates the command string into a Pollsh-
form riotation; declides whether the command 1s to be held for
later execution or is to be executed 1lmmedlately; and, flnally,
if immedliate executlon 1s requlired, transfers to the appropriate
module to perform that executlion. The remainder of the system
snllts into essentlally five elements, each consisting of one
or more modules:

o an initialization plus login/logout element
0 a functional element for processing the commands
which most users would be expected to employ
o a ulllity element allowing users to control input/
output devices, etc.
databuase creation, modification, and update element
database definltion element

o
o

P

DRS has been deslgned speclfically so that personnel can
wtilize, with minimal typing or card punching, the appropriate
element or elements of the system. Therefore, the user does
noct. have to be fami’iar with database creation and rlle manage-
mevt in order to acre33 the database, and he can use DRS to
zatlsfy his retrleval needs and applications without specific
inowledge of programmlng or computer systems. The nonprocedural
larguage of DRS makes this particularly simple. For closed shop




DRS 4,

operations, the user who normally would not have direct inter-
face with hardware can speclify his desired search message in
writing for exact “ransfer to cards by a member of the computer
staff.

The preparation of databases normally is left to computer-
oriented individuals with sufficient background to feel comfortable
wlth that task. For identification purposes, A.R.A.P. refers to
these individuals as "System Managers" as opposed to '"users."

No knowledge of programming per se 1s required by the System
Manager to create a DRS data bank and, once an individual is
familiar with the procedure set forth in the DRS Systems Manual,
it is possible to create new DRS files, including varied output
formats, in one day. A database generator module is available
which reduces the creatlon task to approximately 30 minutes and
veduces th~ number of system cards to approximately one per
characteriastic.

The normal procedure 1s for the user to specify the general
structure of the .database, such as what source of data will be
used, approximately how many entities wlll be stored, anc how
many characteristics each entlty will have. The database is then
prepared by the System Manager. 'Data er.try and modificatlon
formats can be either free form with fileld identifiers, free form
with a specific sequence and no field identifiers, or fixed
position. The soui'ce can be punched cards, console, disk file,
or magnetic tape. Entitles are usually called records and
characteristics are called fields; tkus a database conslsts of
records and fields. Both thes¢ entitles can be variable length.
One- or two-character 1ldentifiers are assigned to each fileld.

The first character of the field identifier must be a letter, but
the second character, if present, may be either a letter or a
number. A single-disk IBM 1130 with 8K of core can accommodate
up to 100 fielis, whi.e the 1130 with 16K of core can handle 250
flelds. The 1 ™ . t °/,fU system can accommodate an arbitrary
number of fields. .ne maximum database size is 40 million bytes
for the DRS/1130 and over a billion bytes for DRS/370.

DRS/1130 operates under disk monitor version II, level 8 or
higher. The operating system environment of the IBM 360/370
version 1s OS/MFT, 0S/MVT, VS1, VS2, or VM/CMS depending upon the
particular DRS package sele.ted by the user.

BASIC FUNCTIONS

The basic function of DRS are

o selecting & desired subset of data from the DRS data bank
0 arranglng these data

o 1listing these data
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DRS 5.

These functions are fundamental to obtaining and processing
relevant data for u=e ivn any decislion-making process. Therefore,
they form the backbone of all information retrieval systems. As
will become clear, however, these func®lons are supported by
nearly fifty additicrnal functions and utility commands which
greatly expand the basic capabilities of DRS.

DRS leads the unfamiliar user through an interactive search
process by printing tne following message on the console type-
writer:

SELECT, ARRANGE, LIST, EXECUTE, OR OTHER?

If the user wishes to select, he types in the letter S . DRS
responds with the mecsage

SELECTICN STATEMENT:

The user ‘then has th:s option to state his selection criteria in
a most general form. The data bank can contain numerical,
textual, or calendar data, but the user does not have to specify
what type of data he is =szarching Selection criteria can
contain algebralc exprezzions and can be lumped together. The
following possibilities are available:

= equal

-1 = n.t eyaal
< less than
> greati r than

&< = less Lhan or equal

> = great.» than cr equal

For textual data:

= egual

-' = not equai
@ containg

# start. with

¢ dull tred contalnrs

For calendar dota:

equal

'1 = not equal
< earlicr than
> later tharn

earllier Lian or equal

N\
0

Vv
H

laler tha: or equal
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DRS 6.

The followlng conjunctions are avallable:

& and
| or
& "| and not
7} or not

Once DRS has perfcrmed the search, it adviscs the user
how many records satisfied his selectinn statement.

If the user wish.s to arrange the selected data in some
form other than that, 1n which it is stored, he responds to the
DRS question (SETECT, ARRANGE, LIST, EXECUT:, OR OTHER?) with
the letter A . DRS then provides the following response:

ARKANGEMENT STATEMENT:

The user can then specify which fie¢lds he wishes to arrange
upon and in what order; 1l.e., from lowest to highest or highest
to lowest if the field contains nurerical data; A to Z or

Z to A 1if the field zontailns textual data; and earliest to
latest or latest tc earliest if the field contains calendar
data. Any number of flields can be specified in the arrangement
statement; thus groupings withln groupings are possible.

If the user wishes to 1list the sc¢lected and arranged sub-
set, he responds tc the DRS gquestion by typing in the letter L .
DRS responds wilth:

FIELDS TC BE LISTED:

The user can then specify which flelds he desires to be listed.
They do not have %0 bc the same fields which were used in the
selection statemert.

The user then executes the comnand string bty typing the
letter E after the DRS question. DRS responds with

NUMEER TO BE LISTED:

The user specified how many of *th. selected records he wishes to
be listed, and the searah is (o plite

ADDITI M AL COMMANDS

As previously stated, nearly firty additional commands are
avallable. For exarple, the user can define a new field which
i1s some arithmetic o1 logical function of existing fields.
Using this commanda, 1t is cqulte easy to establish performance
indices which can te uoed 'n the selection and arrangement
processes Just as ir the newly defined index were a field in
the original data vbank. The DEFINE command, as it 1s called,
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DRS 7.

2180 allows the user to perform simple algebralc calculations
whilch are extremely useful in engineering applications.

Simple svatistical processing is available. The user can
break down any data set according to the frequency with which
similar flelds appear. The result 1s a count, accumulative
count, and percentage breakacwn of all selected records which
contain identical values for the specific fields used in the
count.. The total, mean maximum, number, sStandard deviation,
and minimum of any speciiied field or fields can be generated
with the TOTAL command. Should mor= scrhisticated statistical
crocessing be desired; a customized module can access the DRS
database ané perform the decired calculaticn,

User-gencran=2d program: zac be linked to DRS data banks
directly, 1f desired, by w:2as of a feature appropriately named
the LINK command. Basically, cr?. command allows the user-
written program to access DRI records 23 selected by the SELECT
command and, in crder as givean by the ARRANGE command, access
any field of the record, modify any fixad-length fleld of the
record, add rzcords to the catabase, and access a named FORTRAN
field. Thus, the sophistica’ed user has the abllity to expand
the capability of DRS to suit his own needs without disturbing
the DRS software.

Several commands are available which allow the user extreme
rormat flexibility. Headings as well as entire formats can be
prastored and called up as regulred. Interactive headings also
can be specified by the user at the time of the llsting. Library
cards and other user-dictated format sizes are easlly generated,
as are malling labels.

In addition to the normal lineprinter or console output
formats, DRS includes a General Purposz Output Formatter/Media
Controller which provides thes iInterfacing for both magnetic
tape drive photccomposers an? microfiche generators. For auto-
matic photoccrpositicn, this DRS feature inserts the appropriate
controls for various type fcnts and sizes, for boldface, for
italiecs, a..d various other print changes. For the direct pro-
ductlion of microfiche, “he rrogram contrcls the frames per fiche,
the banner, and the flche inuex.
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APPENDIX H: Data Bases

Data Elements

1. All Dcota Bases

2, IRMA 3

3. LEXIRMA
4, RESIRMA
5. XREFIRMA

Report Samples

6. IRMA 2
7- IRMA 3
8. LEXIRMA
9. RESIRMA
10.  XREFIRMA

Note: Examples of Directory Output are shown in
APPENDIX F: Directory Examples.
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Data Elements

1. All Data Bases
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" DATA ELEMENTS
. .= ALL DATA BASES - _

DATA FIELD  DATA FIELD
, ELEMENT NAME BASE TYPE
A.A. CODE AA IRMA3 INTEGER
___A.A. CODE _ _ _ AA XREFIRMA PNTEGER
ADMINISTERING AGENCY NAME AN TRMA3 %gxr
__ ADMINISTERING AGENCY NAME AN XREFIRMA TEXT
APPLICATION PROCEDURES/DOCUMENTS GB TRMA3 TEXT
____AREA YYPE _SERVED CODE __ - AS IRMA3 TEXT
AREA TYPE SERVED CODE AS  RESIRMA TEXT
___BORQUGH . .. ... .. _ . . BO  TRMA3  TEXT
BOROUGH BO  XREFIRMA TEXT
___BOROUGH COQDE B3 IRMA3 INTEGER
BROADER TERM BT  LEXIRMA TEXT
—___BUILDING NAME F2  IRMA3 TEXT
CAPACITY GD IRMA3 TEXT
___CAPACITY/WAITING LIST _ _ 6K IRMA3  TEXT
CENSUS TRACT cvY IRMA3 TEXT
— - CENSUS TRACY SUFFEIX cS TRMA3 VEXT
cITY F5 IRMA3 TEXT
_CITY _ _ F5 ___XREFIRMA TEXT
CLUSTER CODE cc LEXIRMA TEXT
____CODING. INSTRUCTIONS _ CI___ LEXIRMA _TEXT
CONTACT INFORMATION cI RESIRMA TEXT °
___CONTACY TELEPHONE __ . ___. CT___ RESIRMA TEXT
CONTRACTING INFOMATION GI IRMA3  TEXT
COPY NUMBER CN __ RESIRMA_ TEXT __
COPY NUMBER CN XREFIRMA VEXT
.COST. CS ___RESIRMA _TEXT_
CPD CODE LOCATION ER [RMA3 INTEGER ~
—___DAYS & HRS .. _ - .. FR IRMA3 TEXT
DESCRIPTOR CODE DC LEXIRMA TEXT
EDITION DATE DT XREFIRMA TEXT_ _
EDITION DAYE ED  RESIRMA TEXT
ELIGIBILITY GL _ IRMA3 __ _TEXT__
FACILITY AKA NAME FK IRMA3 TEXT
—__FACILITY AKA NAME _. ___ FX XREFIRMA TEXT
FACILITY DESCRIPTION CODE FD  RESIRMA TEXT
_FACILITY I.D. 1 LEXIRMA_TEXT
FACILITY I.D. 1) IRMA3 REAL
_ FACILITY 1.D. 1D XREFIRMA REAL
FACILITY NAME FN XREFIRMA TEXT
— FACILITY QVERVIEW DESCRIPTION 00 I1RMA3 TEXT
FACILITY PRIMARY NAME FN IRMA3  TEXT
_FACILITY SUBUNIT NAME FU IRMA3 _ TVEXT
FACILITY TELEPHONE FT IRMA3 TEXT
_FACILITY TELEPHONE FT  XREFIRMA TEXT
FEES GC IRMA3  TEXT
— FUNDING ENEORMATION .. _ ___ GF IRMA3 TEXTY
GENERAL AFFILIATION GA 1RMA3 TEXT




. FILE: G (] ~ . AL CITY PLANNING COMMISSION MIS VM/370 _
HEALTH AREA HA IRMA3 TEXT
___HEALTH DISTRICT _ R . | I1RMA3 TEXT
INDEX CONTROL CODE XC LEXIRMA [INTEGER

___ _INDEX_SELECYION CODE XS LEXIRMA TEXT
INDEX TYPE CODE (8] RESIRMA TEXT
INVERTED AGENCY NAME 1A IRMA3 TEXT
INVERVED FACILITY NAME i IF IRMA3 TEXT
INVERTED RES AUfHOR = 1A RESIRMA TEXT
INVERTED RES NAME IN RESIRMA  TEXT
__INVERTED RES PUBLISHER. [P  RESIRMA TEXT
LICENSING INFORMAT ION GH IRMA3 TEXT
LOCATION CODE Lo RESIRMA TEXT
LOCATOR/ZAREA SERVED 1 Ll IRMA3 TEXY

____LOCATOR/AREA SERVED 2 ) o L2 TIRMA3  TEXT
LOCATOR/AREA SERVED 3 L3 IRMA3 T TEXT T

__ LOCATOR/ZAREA SERVED 4 o L4  IRMA3 TEXT
LOCATOR/AREA SERVED S LS IRMA3  TEXT
MOD CONTROL NAME N2 IRMA3 TEXT
NARROWER T ERM NT LEXIRMA TEXT
NO DIRECTORY PAGES . Dl ___ RESIRMA TEXT
NO FACILITIES IN DIRECTORY F1 RESIRMA TEXT

___NO INDEX PAGES _ ) 11 _RESIRMA TEXT
NO NAME FIELDS C4 IRMA3 INTEGER
NO_SVC RECORDS c3 IRMA3 INTEGER
PAGE NUMBER PN XREFIRMA TEXT

___PROGRAM NAME 1 N5 __1RMA3 TEXT
PROGRAM NAME 2 "'N6  TRMA3 TEXT

___PROGRAM NAME 3 e N7 IRMA3 TEXT
PROGRAM NAME 4 N8 IRMA3 TEXT

___PROGRAM NAME S N9 IRMA3 TEXT
PUBL ISHERS CITY PS RESIRMA TEXT
PUBLISHERS ST ADDRESS 3 ) P3 RESIRMA TEXT
PUBLISHERS STATE P6 RESIRMA TEXT

____PUBLISHERS ZIP CODE = P71 RESIRMA INTEGER
RECORD TYPE RT T1RMA3 TEXT

__PECORD TYPE RT XREFIRMA TEXT
RESULAT ING INFORMATION GJ IRMA3 TEXT

___RELATED TERMS _ e _RT___LEXIRMA TEXT
REMARKS RM XREFIRMA TEXT

___REPORT _SELECTION e e RS LEXTRMA___TEXT =
RESOURCE AUTHOR RA RESIRMA TEXT
RESQURCE DESCRIPTION RD RESIRMA TEXT _
RESOURCE ID 10 RESIRMA INTEGER

_RESOURCE NAME RN RESIRMA TEXT
RESOURCE NUMBER RN XREFIRMA TEXT
RESOUACE PUBL ISHER o RP RESIRMA TEXT
RESOURCE TYPE CODE RT RESTRMA TEXT
ROOM-FL OOR Fl IRMA3  TEXT
ROOM-FLOOR-BUILDING Fl XREFTRMA TEXT

__SCOPE NOTE _ . SN___LEXIRMA TEXT
SEASON EZ IRMA3  TEXT
SERVICE DETAIL CODE €2 __ XREFIRMA TEXT
SERVICE RECORD NUMBER RS TRMA3 INTEGER
SERVICE TYPE CODE ST RESIRMA TEXT
SERVICE 1 S1 IRMA3 YEXT




— _FILE: G G Al CITY PLANNING COMMISSION MIS VM/370 .

SERVICE 1 DESCRIPTION

D1 IRMA3 TEXT

..... SERVICE 10 . _ SO ___IRMA3 TEXT
SERVICE 11 sP IRMA3 TEXT
___SERVICE 12 . ........SQ ___IRMA3 TEXY
SERVICE 13 ~ SK IRMA3 TEXT
SERVICE 14 e SS IRMA3 TEXT
SERVICE 15 ST IRMA3 TEXY
___ _SERVICE 16 ) _ SU _ IRMA3  TEXT
SERVICE 17 SV IRMA3 TEXT
____SERVICE 18 _ ] _Sw___ IRMA3 = TEXT
SERVICE 19 SX IRMA3 TEXT

____SERYICE 2 = _ . _ $2 IRMA3 TEXT
SERVICE 2 DESCRIPTION D2 IRMA3 TEXT

_ __SERVICE 20 . ) SY  IRMA3  TEXT
SERVICE 21 s2 TRMA3 TEXT

____SERVICE 22 ] ) . SA __IRMA3 _ TEXT
SERVICE 23 S8 I1RMA3 TEXT
___S¢ & sD IRMA3 TEXT
SERVICE 25 SE IRMA3 TEXT

__ SERVICE 26 i SF IRMA3  TEXT
SERVICE 27 SG TIRMA3 TEXT

__ __SERVICE 28 o SH _ IRMA3  TEXT
SERVICE 29 SI IRMA3 TEXT
____SERVICE 3 o, __S3 IRMA3 TEXT
SERVICE 3 DESCRIPTION D3 IRMA3 TEXT
_SERVICE 30 SJ  IRMA3 TEXT
SERVICE 4 ‘ S4 IRMA3 TEXT

SERVICE 4 DESCRIPTION D4 IRMA3  TEXT )
SERVICE S $5 IRMA3 TEXT
. _SERYICE 5 DESCRIPTICN I * 3 1 IRMA3 TEXTY
SERVICE 6 S6 IRMA3 TEXT

____SERVICE 7 S7  IRMA3 TEXT
SERVICE 8 S8 IRMA3 TEXY

_ _ SERVICE 9 ) S9  IRMA3  TEXT
SPECIAL TELEPHONE ED IRMA3 TEXT
SPONSOR _INFORMATION GG _IRMA3 TEXT
STATE F6 IRMA3 TEXT
STATE F6 XREFIRMA TEXT
STORAGE CODE SG RESIRMA TEXT

STREET ADDRESS F3 _ TRMA3 _  TEXV
STREET ADDRESS F3 XREFIRMA TEXT
___TAX BLOCK SUFFIX _ . . TS.__IrMA3 TEXT
TAX/BLOCK T8 IRMA3 TEXT
TERM TR LEXIRMA TEXT

TERM ID NUMBER I0 LEXIRMA INTEGER

TYPE CODE TC  IRMA3  INTEGER__
TYPE OF UPDATE uo RESIRMA TEXT
__Use s LEXIRMA TEXT
USED FOR UF LEXIRMA TEXT
VOLUME NO VN RESIRMA TEXT
VOLUME NUMBER VN XREFIRMA TEXT
_ _WAITING LIST GE  IRMA3  TEXT
X COORDINATE X IRMA3 TEXT
—— _XTRA AGENCY NAME 5 . .. . . . _ NO IRMA3 TEXT

@  KTRA FACILITY NAME 1 C . 4n N1 IRMA} TEXT

L I 2" SN




——FILEE G .. . .G

A

.- -Al__CI1Y PLANNING COMMISSION MIS VM/370 .

XTRA FACILITY NAME 3

. XTRA FACILITY NAME 4

N3
Né&

TRMA3
IRMA3

TEXT
TEXT

Y COORDINATE o T Y 1RMA3 TEXT
___IIP. CODE - L F7 IRMA3 REAL
21P CODE F7 XREFTRMA REAL
. iy ) .
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DATA ELEMENTS
- IRMA3 -
FIELD __  DATA . FIELD
NAME ELEMENT TYFE
AA  A.A. CODE INTEGER
AN _ ADMINISTERING AGENCY NAME ) B  TEXT
GB APPLICATION PROCEDURES/DOCUMENTS TEXY
AS  AREA TYPE SERVED CODE_ TEXT
B0 BOROUGH TEXT
B3 BOROUGH CODE ‘ ) ~_ INTEGER
F2  BUILDING NAME CTEXY T
 GD  CAPACITY CTEXT
GK  CAPACITY/WAITING LIST TEXT T
CT __ CENSUS TRACT TEXT
CS CENSUS TRACT SUFFIX TEXT
F$ CITY ‘ _ ‘ TEXY. ]
GI  CONTRACTING INFOMATION TEXY o
__ER _CPD CODE LOCATION o _ INTEGER
FR  DAYS & HRS . TEXT
GL _ ELIGIBILITY TEXT
FK  FACILITY AKA NAME TEXT
___ID __FACILITY I.D. o o _REAL
DO FACILITY OVERVIEW DESCRIPTION TEXT B
_FN_ FACILITY PRIMARY NAME ) . TEXY
FU FACILITY SUBUNIT NAME © TEXT o
FY___ FACILITY_TELEPHONE TEXT
GC  FEES TEXT
_ GF__ FUNDING INFORMATION _ - __ TEXY
GA  GENERAL AFFILIATION TEXT
___HA_  HEALTH AREA B o O TEXY__
HD  HEALTH DISTRICT TEXT
IA INVERTED AGENCY NAME __ TEXT
IF INVERTED FACILITY NAME TEXT
_GH __ LICENSING INFORMATION _ - TEXT )
Ll LOCATOR/AREA SERVED 1 TEXT
_ L2 LOCATOR/AREA SERVED 2 ) o TEXY
L3 LOCATOR/AREA SERVED 3 TEXY
| L4 LOCATOR/AREA SERVED 4 TEXT
| L5 LOCATOR/AREA SERVED 5 TEXT
| N2 MOD CONTROL NAME o CTEXY_
C4 NO NAME FIELDS T "INTEGER )
___C3 __ NO SVC RECORDS o ~__ INTEGER
NS PROGRAM NAME 1 N TEXT
| N6 ___PROGRAM_NAME 2 TEXT
| N7  PROGRAM NAME 3 TEXT
| __ N8___ PROGRAM NAME 4 o TEXY
N9  PROGRAM NAME 5 TUTEXT -
_RT__RECORD TYPE . TEXT
GJ REGULATING INFORMATION TEXT
€1 ROOM-FLOOR TEXT
EZ SEASON TEXT
H-8 a0




___FILE: G G Al CITY PLANNING COMMISSION MIS VM/370
RS SERVICE RECORD NUMBER INTEGER
Sl _ SERVICE 1. ) TEXT
D1 SERVICE 1 DESCRIPTION TEXT
. _ SO._ SERVICE 10 _ ___TEXT _
SP  SERVICE 11 TEXT
_____SQ___SEBMIQE_lz._- TEXTY
SR SERVICE TEXT
__SS____SERVICE 14 i CTEXT
ST  SERVICE 15 TEXT
___._SU___SERVICE 16 e YEXT
SV SERVICE 17 TTEXT
_jj__&& VICE _15, TEXT
SERVICE TEXT
_ sz_ _SERVICE z _ ] o _ TEXY
D2 SCRVICE 2 DESCRIPTION TEXT
_ SY ___SERVICE 20 o TEXY
SZ SERVICE 21 TEXT
SA___SERVICE 22 _ TEXTY
SB SERVICE 23 TEXT
_ SD___ SERVICE 24 TEXY
SE SERVICE 25 TEXT
__SF__SERVICE 26 ) ) o TEXYT___
SG SERVICE 27 TEXT
____SH _SERVICE 28 TEXT
SI  SERVICE 29 TEXT
S3  SERVICE 3 TEXT .
D3 SERVICE 3 DESCRIPTION TEXT
. .. SJ __ SERVICE 30 _OTEXT
S4¢ SERVICE 4 TEXT
D4 __SERVICE 4 DESCRIPYION_ __ . __ - . _ TEXT
S5 SERVICE 5 TEXT
D5 SERVICE 5 DESCRIPTION TEXT i
S6 SERVICE 6 TEXT
_ _ST _ SERVICE 7 B _ TEXY
S8 SERVICE 8 TEXT
_._.S9___SERVICE 9 e e e e TEXT
ED SPECIAL TELEPHONE TEXT
GG SPONSQOR INFORMATION TEXT
F6 STATE TEXT
_ F3.  STREET ADDRESS TEXT i
TS  TAX BLOCK SUFFIX TEXT
TR __ TAX/BLOCK . e . TEXY
TC TYPE COOE INTEGER
_GE  WAITING LIST TEXT _ L
X X COORDINATE TEXT
NO XTRA AGENCY NAME 5 TEXT o
N1  XTRA FACILITY NAME 1 TEXT
N3 __XTRA FACILITY NAME 3 e TEXT
N4 XTRA FACILITY NAME 4 TEXT
Y Y COORDINATE TEXT
F7 11P CODE REAL
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Data Elements

3. LEXIRMA
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.. _FILE: G G Al CITY PLANNING COMMISSION MIS VM/370
DATA ELEMENTS
e - LEXIRMA - . _
__FIELD —. - _DAYA __ FIELD
NAME ELEMENT TYPE
BT BROADER TERM TEXT
_ ._ CC _ _ELUSTER CODE  TEXY .
Cl  CODING INSTRUCTIONS TEXT
—DC __DESCRIPTOR CODE. _ . . .. ____ —_ TEXY
FI  FACILITY 1.D. TEXT
___ XC  INDEX CONTROL CODE ___INTEGER
XS  INDEX SELECTION CODE TEXT
_____NT _ NARROWER TERM o ) TEXT
RT RELATED TERMS TEXT
RS  REPORT SELECTION TEXT
SN SCOPE NOTE TEXT
___ TR _TERM o TExy_
ID TERM ID NUMBER INTEGER
. _.US __USE . e TEXT
UF  USED FOR TEXT
H-11
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Data Elements

4. RESIRMA
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_FILE: G G Al CITY PLANNING COMMISSION MIS VM/370
DATA ELEMENTS
o - RESIRMA - ) N
FIELD o _DATA FIELD
NAME ELEMENT TYPE
AS  AREA TYPE SERVED CODE TEXT
_Cl _CONTACT INFORMATION o TEXT L
CT  CONTACT TELEPHONE TEXT
— CN __COPY_NUMBER __ —— TEXT
CS COST TEXT
_____ €0 EDITION DATE TEXY
FD  FACILITY DESCRIPTION CODF TEXT
_IT  INDEX TYPE CODE CTEXT_ )
IA  INVERTED RES AUTHOR TEXT
—— IN ___INVERTED RES NAME TEXT
IP INVERTED RES PUBLISHER TEXT
___LO_ LOCATION CODE ) TEXT
D1 NO DIRECTORY PAGES TEXT
____F1 NO FACILITIES IN DIRECTORY _TEXT _
I1  NO INDEX PAGES TEXT
P5__ PUBLISHERS CITY __ TEXT
P3  PUBLISHERS ST ADDRESS TEXT
_ _ P6 PUBLISHERS STATE TEXT
PT  PUBLISHERS ZIP CODE INTEGER
_._ RA  RESCURCE AUTHOR TEXT
RD RESOURCE DESCRIPTION TEXT
- _.1D___RESQURCE .ID o ) _ INTEGER
RN  RESOURCE NAME TEXT
RP  RESOURCE PUBL ISHER TEXT
RT  RESOURCE TYPE CODE TEXT
. ST  SERVICE TYPE CODE TEXT ) )
SG  STORAGE CONE TEXT
——UD__ JYPE OF UPDATE i L TEXT L
VN  VOLUME NO TEXT
EL " I
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5. XREFIRMA
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. - ..FILE: G G Al CITY PLANNING COMMLISSION MIS VM/370

DATA ELEMENTS
- XREFIRMA -

FIELOD e .~ DATA_ FIELD
NAME ELEMENT TYPE
" AA A.A. CODE TUINVEGER

____ AN ADMINISTERING AGENCY NAME . _TYEXV"
80 BOROUGH TEXT
FS _ CITY_ L TEXT
CN  COPY NUMBER TEXT
oy EL’/7"ON DATE - o . o YEXY - .
FK  FACILITY AKA NAME TEXT
_._.ID  FACILITY 1.D. ] . REAL_
FN  FACILITY NAME TEXT
___ FI_ FACILITY_TELEPHONE = _ __ _ TEXT
PN  PAGE NUMBER TEXT
_ RT RECORD TYPE TEXT ) o
RM  REMARKS TEXT
RN RESOURCE NUMBER ) . TEXT
Fl ROOM-FLOGR-BUILDING TEXT
———_C2___SERVICE DETAIL CODE e TEXT
F6 STATE TEXT
F3  STREET ADDRESS TEXT .
VN  VOLUME NUMBRER TEXT
F1 1P CODE REAL
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APPENDIX H: Data Bases

Report Samples
6. IRMA 2
Proof Listing by ID

Facility Name Index to ID

Facilities Selected for a Directory
Chapter and Selection Statements Used

Count of Service Modifiers within CPD




PRELIMINARY MASTER LISTING
PROOF LISTING FORMAT

AGENCY7FACILTIFY/7SERVICES—
AGENCY CODE-1310

FACILITY=260
HARLEM YOUTH FEOERATION

2; 1 e HAD;SHM A\
'y Y

Z1P 10037
~ TEL.~690=1451

TIME=-M=F 9=5

———— 1140006 BLL AN

AGENCY CODE=-1310 /

FACILITY=261
HAKLEM YOUTH UNLIMITVEy
_AUSHUY T_AV

Z1P 10030
TEL,=281~-9202/281~9206

TIME=M=F 9=3

+—050000+—
2, 02000034
3, 0302003E

4066509+ ALE AEAD
AGENCY CODE«1310

FACILITY=262
ECONONIC DEVELOPMENT PROGRAM

U lh—7—AV-
ZIP 10030
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FILE: DRSSELCT DATA Al NEW YORK CITY PLANNING CUMMISSION VM/3T70 SYSTEM PLC

S Ty e e = - - - st e w——— e A — s v me

HiH23'5.64  JOB COUNSELING'
O PISEL1SCo0501006 (SHA(? ACDEFGHIPRSTUV *) [~SMal 'R TKLMNGGH 17~ "
gEégQ-s, __JOB PLACEMENT AND REFERRAL'S . . . _ . _
E?NK:PlSEL:SC=OSO3OOG(SMa('ACDEFGHJPRSTUV')IﬁSMa('BIKLMNOO')i; :
3f§z=f§.s "JOB TRAINING®,H3= :
_EiNK;R!SEL}SQiQ5QZOO&(SMa('ACDEFGHJPRSTUV"lﬁSMa('BIKLMNQQ'[):__.

GE; T T T

HiH1='6.0 ENVIRONMENTAL AFFAIRS jH2= 'H3= 3

GS3 ’ ) - - —_
LINK:PISEL:SC=(060000,060200,G&0300);

GE3S

HIH1='7.0  FAMILY SUBSTITUTE SERVICES':
1H2=17.1 ADOPT ION/FOSTER CARE';

GSs:
LINK:PISEL:SC=070100; e
3EH2='7.2 DAY CARE';:
'Ei&K'BYEEL $SC=5 702008 (SMa (* TILMNOPQRSTUV*) | ~SMA( *GHK? ) ) 5 o 7
3f§3=-7.z; FAMILY DAY CARE'; -
E?NK :PISEL:SC=0702016~SMA('GK* )}
"Ezéasf7'zz "GROUP DAY CARE'; - T
:

_LINK:PISEL: SC=070202&((SM3('ABCDEF"I~SM3('GHK")I(SMBC'IJ'i|wSH3i'GHK'iI). »
GE;
H: HQ“'7.221 GROUP DAY CARE FOR CHILDREN';

GSs . . . e - —
LINK:PISEL: SE=1070200,070202)ESHAL *HI} 3

GE;

HIH3297.23  TRAINING IN DAY CARE',Hé= ; R
GS;

LINK:PISEL:SC=(070200,070201,070202)ESMa( 'G*) ;

GE} e ) ) —e . §
H:H1='8.0 HEALTH' H2= s H3= H

GS3

LINK:PISEL:SC=0B0000E (SMA(*COEFG®)|~SMa(*AB*)); e
NDslles=]s

LINK:PISEL:SC=(080100,080101,080102,080103,080200 4080201 ,080202080300,080301,0
0302,080303)3 _ o e
D:12:=13

S :11=16~12=1;

GE3 e . g
H:H2='8.1  FAMILY PLANNING®;

GS: :
LINK:PISEL:SC=1403003 _ N S

GE; " S |
Q. _ H-20 ., o




_ PRCJECT ]PMA

- o COULNT CN SERVICE MCClFlg;;
o smmmes
COUNT  ACCUNULATIVE PERCENT “GENERAL
o ) COUNT _ AFFIL i
I | o 7 2218 C.2 15 ) )
J R T X 73 R Cel 15
3 ;? ) i ‘ 7 2;28 é.g 15 . _;-
L I T X & § U S S | ““‘
> ) E] 2224 C.l 15 _ *_
N T 2273¢ T CWC 1%
X 1 2717 £.C 15
A TTT 427 T3 T 7T N.E e T
] — 17 245¢ 2.8 16 o -i-j "_
C B € T 24627 T T T C.2 1€
D 2 24¢4 C.C 1€ B ‘
T e T T T e T 247 T T €2 ) -
G 2¢ 246¢ CeS 1¢
T T 527 "Tzs4a1 T T TGS 1€~
: L N‘ ' — 21 2574 1.C 1¢ )
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APPENDIX H: Data Bases

Report Samples
7. IRMA 3
- Proof Listing by Record Key
- Word Sort
- Word Sort with Thesaurus

- Word Sort with Noise Word (Count)
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ANEC

CANCER,

CARCIAC
CARCICVASCULAN,

CHRCNTC

CLINIC
CLINIC
CLINIC

CLINIC

CLINIC
CLINIC

PHYSCIAL, OCCUPATIONAL,
AND SPEECK THERAPY/
PSYCFNLCGICAL SNGIAL AND
VOC AT TONAL SFRVICES
CONVULSIVE DISORNERS AND
SEIZURES CL INIC/NEUROLOGY
CLINIC- - -
CHRANTC CISFASE CARE: LONG
TFOM ANC ACTIVE TREATMENT
(RENAL CIALYSIS &
CARCIOVASCULAR,
ORTHNPECIC, NFURNLOGICAL,
CARCIAC CLINIC

CHRONIC CISFASE CARF: LONG
TERM ANC ACTIVE TREATMENT
(RENAL CTALYSIS &
CARCINVASCULAR,
CRTHOPECIC, NEUROLOGICAL,
CCMPREHENSTVE PROCGRAM OF
MEDICINE, SUFGFRY,
DENTISTRY, REHABILITATIVE
MECIC INF INCLUCING
PSYCHCLCGICAL SOCTAL

ACUTE ANR LONG TERM
FACILTTIES, OUTPATIENT
CEPT, FNERCENCYDEPT, HOME
CARE CFPT

CHRONTIC DISEASF CARF: LONG
TERM ANC ACTIVE TREATMENT
(RENAL CIALYSIS £
CARCINVASCULA®,
CRTHOPECTC, NEURDLOGICAL,
CHRONIC CISEASE CARE: LONG
TERM ANC ACTIVF TREATMENT
(RENAL CTIALYSIS &
CARCINVASCUL AR,
CRTHOPECIC, NFURALOGIFAL,
CENTAL CLINIC

TUMOR CLINIC

VASCUL AR CLINIC (
PERTPHFRAL)

ORTHOPECICALLY HANDICAPPED
MEDTCAL SERVICES/
CRTHCPECIC CLINIC

CARDIAC CLINIC

CONVUL STVE DISORCERS AND
SETZUPES CL INTC/NEURCLOGY
CLINIC
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PROJECT IRMA/TRMA3

SFLECTION: 1D0='010470";

RECNRE
KEY

RFCORD
TYPE

SERVICE
RECCRD
NUMBER
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e . . ... _ PROJECT IRMAZIRMA3 _ |
NOTSEWORD WORD SORT
-
SELECTION: 3
. . __COUNT_ EACILITY__RECORD ]
1.D. KEY
CHILDREN'S 2 005455 51
___ CHILDRENS ._ . .. _ 2. .001307.__ __20___ ]
CHORAL 1 000753 286
v CHRISTIAN . . 1 006489 292
CHRONIC 2 010470 342
CHURCH , —— 5 005035 44
CLASS 3 000082 769
_CLASSES _ . . 11 _ 001307 . _ 263 _ o
CLEAMUR : 4 S -1 000469 275
__ v CLOSED#WARD ___ _ _ __ . _ 2 002698 _ 135 -
COLLEGE 6 001045 19
— _COMMERCIAL = _ _ _ _ L. . 002173 . ____218
COMMUNTCATION+DISORDERS 1 010459 157
COMPLAINTS 4 000080 . . 298 _ _ __ ___ . .
CONCERTS 1 001307 264
 _CONSUMER ___ .. .. . .. _ & 000080 298
“CONTAGTOUS 1 010477 387
GCIOQUS+DISEASES 1. .010464 205
CONTRACEPT ION 1 003215 255
_CONTRAGEPTIVE . . 2 010464 . 208
CONVULS IVE+DISORDERS 1 010470 394
.. gooP . . . N 1 010485 _ _S02 __ __ _____ _ .
CORPORATION 6 000079 2
___ CORPORATIONS . ____ _____ . .__1_.Q05290 287
CORPS 4 000086 7
_/ COUNSELING. . 29 002698 . 134 __ . ... ]
COUNSELLING T— 1 001906 443
_COURSES.. . . _ | . 3 002173 218 ]
CRAFTS 7 001307 263
CREATIVE i e o) 0024698 134
CRIME 2 000581 462
CRIPPLE 1 005076 45 e
CROCHET 1 010395 452
CULTURAL 1. 002483 427 o
CULTURE 1 001307 263
CYCLOZINE 1 002698 144
— CYNECOLOG I CAL 1 002675 366
CDAB_. . . . _ 2 010486 . S\T . . _ . o
DANC ING 2 000753 286
DAY +CAMP 1 005155 330 . o )
DAY+CAMPS 1 000079 4138
DAY $CARE. - . ___38 . 000082 4
DAY +SCHOOL 2 007812 82
. VDEALS. ... 3 007640 . _ 481 .. .
DEATH 1 001401 455
L DEATHS __ 3 1 001401 455 -
DECORAT [VE 1 001306 376
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Word Sort on Term

Sort on ID
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ASSISTANCE

ASSTISTANCE

-

ASSISTANCE

ASSISTANCE

ASSTISTANCE

BLIND
BLCCK
BLCCK

BCTANICAL
BCTANY

8RAIN

BULK
BUS INESSES

RUY INC

CavP

TE]R™

TECENICAL ASSISTANCE
FCR CGRLLPS
STARTING YOUTH
FRCCRAVMS

Pul TCE/FCLICE
PRUTECCTICN/
EMERCENCY
ASSTISTANCE/CRIME
INMVESTICATIONYZ %

EMERCENCY ASSISTANCE
IN TETAINING
Seciat SERVICES

PUGLICE/FCLICE
PROTECTICN/
EVERCENCY
ASSISTANCE/CRIME
INVESTIGATICN/ *

EMERCGENCY ASSISTANCE
IN OCRTAININC
SOCIAL SERVICES

SHEELTEREC WCORKSHCF
FCF RLINC

elnCK PLLK CLEAN-UP

BLOCK SWEFP-LP

PCTANICAL CAROEN

CLASSES IN BCTANY
ANC FORTICLLTLRE
FGCR CHILCREN AND
ACULTS

CAY CAMP FUR
EMOCTICANALLY
CISTLRRHED,
SCFIZOPFRENIC ANC
BRAIN CAMAGED *

PLOCK BULK CLEAN-LP

ASSISTANCE TC
BLSINESSES

RESEARCH
CISCRINMINATCRY
BLYING € LENDING

LAY CAMP FGR
EMCTICNALLY
PISTLREFC,
SCHTLZTPERENIC ANC
RRAIN [AVACGED *

H-28

LEXIRMA WCRC SCRT CAM TR

TERM [C NULMEER

C1C11

C1C27

ciczas

C1C26

C1C3C

CllcCs
c1C25
Cl1cC26

ClCaC
ClCal

ciceal

C1C25
C1ccs

ClCl4

clce3

SELECTICN:

™

I1D>9993%

CESCRIPTCR CCCE

12C500:E4/13/
JG/v0/23

110202:81/82/
fosJors21

1300CC:B1/10/
Jés21

. 110202:81/82/

1C/J0/21

12ccccz:e1/1c/
Jors21

cr06C2:C02/710/

JC/F1/21
cs01cc:10/J4C/

Y0/21
05C103:10/J4C/

Yo/s11
1203C3:10/J0/721
12C10C:A3/12/

f47J0/21 |

120201:12/713/
JOo/r0/21

c501¢cC:10/7J0/
Ycs21

C201CC:€E4/10/
J0/23

1CC2CC:H3/10/
Jors22

120201:12/713/
Jo/mo/ 21



PROJECT IRMA/LEXICGN DATA
LISTING BY iu

SELECTION: ;.

TERM _ TERM NESCRIPTOR CODE SCCPE NOTE
1{»
AUNBER
‘00062  TFCHNTCAL /FUNCING tE4 o
ASSISTANCE
06063 INVESTIGATON
00064 CUTPATIENT :D2
00065  COMPLAINT tR2 ANY COMPLAINT HANCLING

SERVICE. FOR A COMPLAINT
ABGUT A PRCCUCT-SEE
CONSUMER COMPLAINT. FOR
' A COMPLAINT ABOUT A
00067 CCNSUMER AFFAIRS £10000 ALL MATERS RELATING TO
THE PERSON AS A CONSUMER
_ OF GCCDS CRSERVICES
00068 CCNSUMER PROTECTION  C€101CO
00070 CONSUMER ECUCATION 010200
00071  HCME MANAGEMENT 010300 INSTRUCTICN IN MANAGING
SERVICES THE HCME. DCES NCT
INCLUDE THE ACTUAL
MAINTENANCE CF THE HOME
- SEE HCNEMAKER/HCUSE

0cor? HCME ECCNOMICS c10201
SERVICES
00075 CONSUMER CO- 010400 ANY ORGANIZATION WHICH
CPERATIVES PURCHASES CONSUMER GOODS
&€ OISTRIBUTES THLHM TO
ITS MEMBERS FCR THEIR
CUONSUMPTICN
00075 ECCNCMIC AFFAT" _ cz2ococ COMMERCIAL AFFAIRS |

WHCLESAL, RETAIL TRADE)/
INDUSTRIAL AFFAIRS/ CNTY
~ ECGNOMIC AFFAIRS

00076 RUSINESS & COMMERCE 020100 ANYTHING RELATED TO
BUYING & SELLING 8Y
CCNMERCIAL INSTITUTIONS.
DOES NOT INCLUDE
CONSUMER PURCHASING -

000177 SMALL BUSINESS LCANS 0201C1

00078  REAL ESTATE/ czcace
CCNSTRUCF 1O,
07¢79  URRAN CEVFLOPMENT/ €201300 PHYSICAL PLANNING/ZCNING/
COMMUNITY ACTION CUMTY INVOLVEMENT IN
PLANNING/CM  TY
ORGANIZING .
00080  BLOCK ASICCTATIONS  0202C1
00081  ECUCATION G200CC
00082 PRE-SCHCOL ERUCATIGN 0320100 ANY TYPE CF EDUCATIONAL

PRCGRAM FOR PRE-SCHOOL
AGE CHILDREN.
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